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Deliver all things in number and weight, and put all in writing that 
thou givest out or receivest in. — ^Eoolbsiasticus xlii. f 
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FROM PREFACE TO FIRST EDITION. 

AoESiLAus, king of Sparta, being asked what things he thought 
most proper for boys to learn, very appropriately replied, Those 
things which they should practice when they become men. 
Ever since it was said to Adam, Jn the sweat of thy face shalt 
thou eat bread, there has been a necessity laid upon man not 
only to labor, but to exchange with others the products of his 
industry, in order to secure a comfortable support. " Deliver 
all things in number and weight, and put all in writing that 
thou givest out or receivest in," is a precept of universal appli- 
cation ; and there is a special necessity for its observance in all 
1|usiness transactions between debtor and creditor. Considera- 
tions are presented in the Introduction to this work, to show 
some of the many advantages that would result to individuals 
and to the community from making Book-keeping a common 
study in all our schools. The design of this work is to furnish 
a practical system of popular Book-keeping which shall meet 
the wants of the great majority of the American people. 

MoNBOK, Mich., Sept., 1851. I. M. 



PREFACE TO THE TWENTIETH EDITION. 

Since the first publication of this work, in 1851. the author 
and publishers have received many testimonials in its favor, the 
strongest and most cordial of which have been from teachers 
who have used it. These testimonials are from primary and 
select school teachers, from the principals and teachers of acad- 
emies and ladies' seminaries, from professors and teachers in 
state normal schools, from presidents and professors of colleges, 
both literary and commercial, and from city and state superin- 
tendents of schools, to whom, — and especially to a few who 
have kindly suggested slight modifications in the text — the 
author would render grateful acknowledgments for their efforts 
to increase its usefulness, and to make Book-keeping a more 
common branch of study. I. M. 

Albion, Mioh., 1856. 
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INTRODUCTION. 



BooK-KEEPiKG, which is the art of keeping accounts in such 
a manner that a person may at any time know the true state of 
his business, is necessary for every person engaged in the 
ordinary pursuits of Ufe — for the day-laborer, the farmer, and 
the mechanic, as well as for professional men and persons en- 
gaged in mercantile pursuits. 

If persons generally would keep correct accounts, they would 
be less Ukely to run into debt beyond their ability to pay; 
temptations to dishonesty would be diminished ; there would be 
far less litigation among neighbors and those who have occasion 
to transact business with one another ; habits of industry, fru- 
gality, and. mtegrity would become more general ; and in these 
and various other ways the social and moral virtues would be 
cultivated, and individuals generally, composing the community, 
would become more fraternal and humane. 

As an illustration of the moral benefits that would result 
from keeping an exact account of one's personal expenses, it is 
sufficient to refer to the fact that individuals sometimes excuse 
themselves from keeping such an account, by saying it is not 
always pleasant to see, afterward, for what they have foolishly 
paid their money. Tliis is doubtless true of more persons than 
have the frankness to make the confession. Others are unwilling: 
to let their books show how, or for what, money or property 
has come into their possession. It can hardly be set down as 
uncharitable to infer that such love darkness rather than light, 
because their deeds are evil, and fear the light of correct entries, 
lest their deeds should be reproved. It must be apparent to 
every one, that all such persons need the restraints imposed by 
keeping an exact account of receipts and disbursements. Book- 



keeping, then, should be studied in every common school in the 
country, (as well as in all our higher seminaries of learning,) by 
young persons of both sexes. 

Heretofore Book-keeping has rarely been studied except by 
young men who have expected to engage in mercantile pursuits. 
But if it was understood and practiced by women as well aa 
by men, it would in many cases (and very properly, too,) ren- 
der them more frugal in their personal and domestic expenses ; 
prevent vast accumulations of indebtedness; diminish greatly 
the number of bankruptcies in the coimtry; and secure to 
families generally the benefits resulting from hving within their 
means. It would, moreover, exert a healthful influence upon 
the mind, and afford rational employment for many upon whom 
time hangs heavily, or is worse than thrown away in idleness 
and thoughtless dissipation. 

While upon the husband, father, or brother, rests the duty 
of providing for the necessities, comforts, and conveniences of 
the family — upon the wife, daughter, or sister, devolves the 
scarcely less responsible office of judiciously expending the 
means furnished, in so far at least as the well-being of the 
household requires. This is by common consent regarded as 
coming within her appropriate sphere. It is then properly a 
part of the housewife's business to keep an account of all 
moneys expended by her for the benefit of the family, or on its 
behalf. When she does this, she becomes more fully a kelp meet 
for man, than it is possible for her otherwise to be. Domestic 
broils and family feuds not unfrequently result, either from real 
or supposed scanty provision on the part of the husband, or from 
alleged extravagance on the part of the wife. In case an ac- 
count of the family expenses is kept as here suggested, the 
wife can at any time render an account for all moneys that have 
passed through her hands. Where the husband keeps a proper 
lu^count of his business, it is hence easy to see when it may be- 
come necessary to curtail expenses in order to live within their 
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means. It is evident, moreover, that under such circumstances 
two whose destinies are united for life, can more rationally con- 
fer together in relation to the well-being of the household, than 
where no such accounts are kept I may here also venture one 
additional suggestion intimately connected with the preceding. 

The wife or daughter might in many instances very properly 
keep the books of the husband or father, whose time is absorbed 
in the pursuits of a laborious profession, and thus not only save 
the expense of a clerk, but do the business more satisfactorily, 
and have the pleasure of contributing to the comfort and hap- 
piness of the family, as well as to its pecuniary interests. It is 
generally claimed (and with a fitness that I will not question) 
that there is quite too much sewing practiced, especially in all 
the higher walks of civic life. Woman, in this department of 
industry, is peculiarly the sufferer. Day after day, and night 
after night, she not unfrequently toils on, with but a scanty 
means of subsistence, her vitality wasting away, as, stitch after 
stitch, she overtasks her already exhausted energies, in the 
services of a mercenary employer, whose cupidity has beggared 
her children. 

Book-keeping, at present practiced to a limited extent by 
females employed as milliners, clerks, or merchants, offers to 
the sex an asylum from these wrongs. Whatever may be said 
in relation to costume, and the fitness of the intermingling of 
the sexes on the political arena, none can for a moment question 
the propriety of every woman studying Book-keeping and en- 
gaging in its quiet duties, for the discharge of which she is as 
well fitted by nature as the sterner sex. Females are now 
quite too dependent upon the kindly attentions of their male 
friends, if such they chance to have. Frequently, too frequently, 
alas ! there is exhibited the painful spectacle of the widow, bereft 
i>f him to whom she has been accustomed to look for support 
and the maintenance of her little ones, without any knowledge 
of the ordinary fomas of business, and hence not only without 
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the means of procuring a competency for herself and children, 
but unable advantageously to assume the charge of any property 
she may chance to possess. Under such circumstances, few 
females, comparatively, are prepared properly to look to then 
own business. Losses, embarrassments, poverty, and not un- 
frequently the painful sense of dependence upon the cold chari- 
ties of an unfeeling world, too often hasten those thus situated, 
who but yesterday were confiding and full of hope, on to a pre- 
mature death, leaving the world sorrowful and t)roken-hearted, 
chiefly because of a defective education. How important it b, 
then, that the study imder consideration should receive the at- 
tention of females as well as of males. Especially should Book- 
keeping be regarded as an indispensable study in every young 
ladies' seminary. 

The one great object which parents seek to attain in directing 
their children to enter upon the study of arithmetic in our 
schools, and which youth have in view in entering upon it, is, 
that they may become the better qualified for the discharge of 
the ordinary duties of life and for the transaction of such busi- 
ness as they may have occasion to engage in. But if a portion 
of the time ordinarily given to this study was judiciously be- 
stowed upon a practical system of General Book-keeping, this 
important object would be much more speedily reached, and 
with vastly more pleasure to the learner. 

I would not underrate the importance of arithmetic as a study 
in our primary institutions of learning. It has long and very 
properly been pursued, in all well regulated schools, by both 
boys and girls, whose education I insist should be regarded as 
exceedingly defective without a familiar acquaintance with its 
principles and their application to the ordinary transactions of 
life. But it is apparent that a practical familiarity with the 
principles of General Book-keeping is of much greater importance 
than the most perfect comprehension of the mysteries of square 
and cube root, of arithmetical and geometrical progression, of 
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permutations and combinations, of the summation of an infinite 
series, etc., etc., to say nothing of the exploded rules of single 
and double position, and many others that might be enumerated 

English grammar, which is defined as the art of speaking and 
writing the English language with propriety and accuracy, is 
now very generally studied in our common schools. But in 
order to turn it to the greatest account, its principles should be 
practically applied, in the school-room, to accounts, and the 
ordinary business transactions of life. 

Much attention is now very properly paid to penmanship in 
our schools. But it should be borne in mind that the great 
mass of the people employ this art chiefly for the purpose of re- 
cording business transactions and in business correspondence. 
How important, then, that correct forms and habits in these 
respects be early acquired ! Pupils, it ought generally to be 
known, make the most rapid improvement in penmanship when 
engaged in writing something in which they are interested, and 
which they feel that they can afterward turn to practical ac- 
count. It cannot fail to be apparent, then, that independently 
of the benefits already enimierated, pupils will make greater im- 
provement in this useful art by devotmg a portion of their time 
to practical accounts than by writing after set copies. 

The author of this treatise, in the execution of a plan laid 
many years ago, and practically tested in the school-room, has 
sought to supply what many practical teachers with whom he 
has compared views upon the subject in various portions of the 
coimtry, have hitherto considered a desideratum. The study 
of this work may be advantageously commenced as soon as the 
pupil is familiar with the fundamental rul$s of arithmetic ; and 
it may be successfully prosecuted in connection with any of the 
branches of an English education. The following are some of 
its distinguishing characteristics : 

1. Before introducing the pupil to accounts in which debit 

and credit entries occur, which is usually the first thing done in 
1* Ix 
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treatises on Book-keeping, a business transaction is defined, and 
the mode of entering the same in the books of both debtor and 
creditor illustrated. Several transactions are then stated, in 
various phraseology, and the entries to be made in the books of 
both parties further exemplified. These entries — which are in 
all cases made in script that closely resembles writing — afford 
good models for the learner. Then, in the first example of 
accounts that id presented, the transactions entered are on the 
same folio stated in common language, which enables the 
learner fully to comprehend the whole matter. 

2. After giving a few specimens of the mode of keeping ac- 
counts by the first and simplest form, (four forms are presented 
in this treatise,) together with the necessary instructions to the 
learner, a series of business transactions, drawn from the ordinary 
pursuits of life, are introduced, in the form of problems to be 
solved. In their solution it becomes necessary, from inspecting 
the transactions, merely, to compute the value of whatever has 
been bought or sold, the price and the quantity being given ; to 
make the requisite debit and credit entries, after first determin- 
ing to which side of the account each transaction belongs ; and 
then to balance the several accounts, which are to be written out 
like the patterns already set, and entered in a blank-book pre- 
pared for that purpose. Numerous examples for practice are 
likewise introduced, in each of the remaining forms of account, 
with accompanying blank-books appropriately ruled, in which 
they sxfi to be entered when solved. 

3. In every form of accounts introduced, the necessary in- 
structions having been given to the learner, accompanied by a 
series of problems tp be solved by the student, the requisite 
suggestions are ^ven to enable classes to keep sets of books 
based upon transactions of their own entry. In this way they 
approach more nearly the actual business transactions of life 
than by any other method with which I am acquainted. In- 
deed, throughout the entire treatise, the examples are as practi- 
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cal as they possibly can be, where the learner is not actually the 
salesman. 

4. The instructions in relation to the mode of keeping accounts, 
which will be foimd sufficiently full for all ordinary purposes, 
are generally given on the same page or folio with the illustra- 
tive examples, with carefully prepared questions for the examina- 
tion of classes. 

5. For the convenience of teachers in examining the work of 
their classes, as well as for the encouragement of the private 
learner, a Key has been prepared to accompany this work, in 
which all the examples for practice are correctly entered in the 
various books used, and the accoimts balanced and closed, so 
that no teacher, however inexperienced in keeping accounts, 
need shrink from imdertaking to instruct classes in the use of 
this book. 

These characteristics are believed to be peculiar to this work. 
They make the whole subject perfectly intelligible to the inter- 
mediate classes in our common schools, as well as to those more 
advanced, and invest it with so much of interest as to render it 
highly attractive. In its use, it is confidently believed scholars 
will more rapidly acquire that facility in making business compu- 
tations which is most desirable, than by devoting the same time 
exclusively to the study of arithmetic, as has hitherto been gener- 
ally practiced ; that they will make greater proficiency in pen- 
manship than though an equal amount of time were devoted to 
writing after set copies ; and that they will at the same time 
more readily acquire a thorough and practical knowledge ot 
Book-keeping than from the study of any work that has hereto- 
fore been given to the public. So, view it in what light we 
may, the advantages arising from the study of Book-keeping, 
with the improved methods here presented, are too great and 
too numerous to allow much time to elapse before its general 
iQtxoduction into all our common, intermediate, and high schools. 
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From an attentive perusal of the preceding Introduction you 
will see some of the many benefits resulting to persons engaged 
in the various departments of productive industry, from the 
study and practice of Book-keeping. Others will present them- 
selves to your mind in your progress through the book. As in 
other departments of study, so in this, while you can gam 
nothing desirable by leaving a subject imperfectly understood, 
you will really lose much. You should hence let it be a settled 
rule with you never to proceed onward while any thing remains 
imconquered behind. In order then to facilitate your progress 
in this important study, and to render it of the greatest practical 
utility, you will do well constantly to bear in mind the following 
suggestions, until you shall have formed correct habits in rela- 
tion to the several particulars named. 

1. Make every arithmetical calculation yourself, as you pro- 
ceed. Rely not upon any result stated in the book, until you 
have first made the computation on which it depends ; other- 
wise, although the author may have derived some discipline 
from its preparation, you cert^ly will gain little from its 
perusal. What is worth doing at all, is worth doing well. 

2. In solving the Examples for Practice, exercise your com- 
rfion sense in determining how each transaction is to be entered ; 
whether all on one side of the account, and if so, on which ; 
or a part on one side of the account and a part on the other. 

3. Spell every word correctly, and write neatly and legibly. 

4. Study brevity and perspicuity in recording busmess trans- 
actions, and in business correspondence. 
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BooE-KEEPiKG IS the art of keeping accounts in sucli a man- 
ner that a person may at any time know the true, state of his 
business, or of his debts and credits, by an inspection of his 
books. The term General Book-keeping signifies that kind of 
book-keeping which is suitable for persons generaUy, such as 
farmers, mechanics, professional men, retailers, and, indeed, aU 
persons except merchants engaged in a wholesale business. 

If persons could universally receive an equivalent for their 
wares when sold, and were enabled to pay at the time for 
whatever they have occasion to purchase, it would still be 
desirable to keep a record of their business transactions. This 
necesdty becomes imperative whenever products and goods are 
bought and sold without making payment at the time. 

DEBTOR AlH) CREDITOR. 

Whenever one person receives any thing from another, which 
he does not pay for at the time, he is said to go in debt for it, 
and is called a Debtor. A person who sells property without 
receiving his pay at the time, is said to give credit for it, and is 
called a Creditor. In other words, the receiver is always the 
Debtor, and the giver is always the Creditor. In keeping 
accounts it is customary, and more convenient, to abridge and 
write Dr. for Debtor, and Cr. for Creditor, 



What is Book-keeping ? ViThat Is meant by General Book-keeping? Is it always 
desirable to Iceep a record of buidness transactions? When does this necessity be- 
come imperative? When does a person become a Debtor? When a Creditor? 
When property exchanges hands without payment being made at the time, what 
general rule is stated in relation to the rueivtr and givtr of it ? What abbreTiatioM 
are used for Debtor and Creditor? 
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The act of buying or selling is called a Transaction. In 
every transaction there must be both a buyer and a seller. 
Where the property which exchanges hands is not paid for at 
the time of the transfer, the buyer becomes a Debtor, and the 
seller a Creditor. The following will serve as an illustration of 
the correct use of the terms already employed : 

Transaction. — James Armitage buys <rf Isaac Merrill one 
pair of Kip boots, for which he is to pay him four dollars. 

In this transaction James Armitage is the Debtor, because 
he is the receiver ; and Isaac Merrill is the Creditor, because 
he is the giver. 

The parties make the following entries in their respective 
books, imder the date of the transaction : 

Isaac Merrill writes in his book, 

^o <m0 Aa^ oJ S^a^ w)oU, f4.00 

James Armitage writes in his book, 

^y one hatt o^ Sz^ w}oid, fS.OC 

By examining these entries the pupil will see that the cred- 
itor writes the debtor's name in his book, and that the debtoi 
writes the creditor's name in his book. This should be remem- 
bered, for it constitutes an invariable rule. 

The word (^o, with which the creditor commences the entry 
in his book, indicates the passage of whatever has been sold, 
from him to the debtor ; and the word ^u, with which the 



What is a Transaction? ViThat must there be in every TransactioQ ? Which be- 
comes the Debtor, and which the Creditor ? State a Transaction. In this Transaction 
who is the Debtor, and why ? Who the Creditor, and why ? In the Transaction 
stated, what entries shoald the parties make in their respective books? Whose name 
does the creditor write in his book ? Whose name does the debtor write in his book ? 
Why onght this to be remembered ? What does the word To^ with which the cred* 
ttor commences the entry in his book, indicate ? What the word By, with which the 
debtor commences the entry in his book ? 
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debtor commences the entry in his book, the reception by him 
of that which the creditor has charged to him. 

The following examples will further illustrate the mode of 
entering transactions in the books of both debtor and creditor, 
with which the pupil should become familiar before progressing 
further. For this purpose separate sheets of paper may be 
used. Let the pupil write the transactions on one page, num- 
bering them, and make the proper entries on another page, 
with their corresponding numbers and correct dates, as in the 
annexed examples. The transactions may be copied from the 
book. The entries should be made like those in the examples 
given : but they should be made from an examination of the 
transaction, not copied from the book. The pupil might also 
write out additional transactions, and having studied them care- 
fully, be prepared in recitation to give the entries either on the 
blackboard, in writing, or orally, all of which methods might in 
turn be practiced. 

The price and the quantity being given, the learner should, 
from the first, invariably compute the amount of all articles 
bought or sold, whether the calculations are made in the book 
or not. It would be to his advantage to do this in studying 
any treatise on Book-keeping. But in the study of this work 
it is absolutely necessary ; for the pupil will soon be called upon 
to record transactions where such computations are unavoid- 
able. 



What oompatations should the learner invariably make ? Are auch compatatiooi 
woidable In the study of this treatise ? 

State the first transaction, and give the entries to be made in the books of both 
parties. State the second transaction and the entries. The third, etc Let the papil 
itote f^Mitinnni tcansactlons, and give the entries orally, or on the blackboarJ. 




SEVERAL TRANSACTIONS: 



Transaction 1. January 1. 

James Armitage buys of Isaac Merrill one pair of Eip bootSi 
for which he is to pay him four dollars. 

James Armitage is the debtor, because he is the recover. 
Isaac Merrill is the creditor, because he is the ^yer. 



Transaction 2. January 2. 

Hallock Sn Raymond sell to John S. Barry one suit of clothes, 
for which he is to pay them fifty-two dollars. 

John S. Barry is the debtor, because he is the receiver. 
Hallock <fe Raymond are the creditors, because they are the 
givers. 



Transaction 3. January 3. 

Wm. H. Boyd seUs to C. G. Johnson 40 lbs. of nails, for six 
cents a pound. 

C. G. Johnson is the debtor, because he is the receiver. 
Wm. H. Boyd is the creditor, because he is the giver. 



Transaction 4. January 4. 

Alex. McFarren buys of Harper <fe Brothers 4 doz. copies ot 
Mayhew on Popular Education, at $9.00 a doz. 

Alex. McFarren is the debtor, because he is the receiver. 
Harper and Brothers are the creditors, because they are th« 
given. 
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GENERAL BOOK-KEEPING. 



LAL 



ACCOUNT BOOKS. 

The number of books necessary, and the particular mode of 
keeping one's accounts, must depend upon the nature and ex- 
tent of his business. Forms are sometimes given for Farmers ; 
others, for Mechanics ; and others still, for Merchants. But so 
great is the difference in the extent and variety of business 
carried on by these and other classes of persons, that some 
farmers find it desirable to keep a greater number of books than 
are requisite for mechanics ; and other farmers, and mechanics, 
not unfrequently do a more varied and extensive business than 
is sometimes carried on by the merchant. In a treatise on 
General Book-keeping, then, it seems befitting to conmience 
with the simplest form of accounts, which will be found conve- 
nient for persons engaged in a limited business of almost any 
kind, and afterward introduce others, and leave persons to 
select the form they shall deem best adapted to their particular 
business, taking into the account both its nature and extent. 

Three forms for keeping accounts are presented in this 
treatise, in Single Entry, and one in Double Entry. 

FIRST FORM OF ACCOUNTS. 

The Ledger, which is indispensable, even where the Day- 
book and Journal are used as preliminary books, is the most 
important book in general book-keeping, and the only one 
necessary in the first form of accounts. Its object is to show 
how the owner stands toward the various persons with whom 
he has credit transactions. Two pages opposite each other are 
appropriated for each individual account. The name of the 



Upon what most the number of books used and the mode of keeping one's ac 
counts depend ? Why cannot particular forms be prescribed for Faxmen, Mechanics, 
and Merchants? How many forms for keeping accounts are g^ren in this treatise ? 
What bc^k only is necessary in the first form? Can the Ledger be dispensed with 
when the Day-book and Journal are used as preliminary books ? What is the otjed 
of the Ledger? 
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person, and his residence, (if this is necessary to identify Wm.) 
should be written in a bold hand at the top of the page, or at 
the head of the account, for a title, as in the annexed examples. 

The left-hand page is devoted to the Dr. entries, and the 
right-hand page to the Cr. entries. Each page is divided by 
perpendicular lines into five spaces, in the first of which the 
year and month are entered ; in the second, the day of the 
month ; in the third, the items bought or sold ; and in the 
fourth and fifth, their value in dollars and cents. 

When a person has occasion to use several Ledgers, as all do 
who engage extensively in business, it is customary to desig- 
nate them by the letters of the alphabet, thus : Ledger A ; 
Ledger B ; etc. 

THE INDEX 

The Index is a small book in which the names of all persons 
having accounts in the Ledger, and the titles of accounts other 
than personal, are arranged in alphabetical order, under their 
initial letters, with reference to the folios or pages in which they 
stand. In the case of small Ledgers, the Index may be con- 
veniently written in a few of the first pages of the Ledger : 
but where large Ledgers are used, it will be found more con- 
venient to employ a separate Index. 



When should the restdeiue of a pereon he given in the Utle of his account, in cost' 
nection with his name ? When two pages are appropriated to an acooont, which is 
devoted to the Dr. entries? Which to the Cr. entries? Into how many spaces 
should each pi^ be divided, and what should be entered in the several spaces? 
When a person has several Ledgers, how are they usually designated ? What is the 
Index ? When may it be kept in the Ledger ? 
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When an account is transferred from one folio to another, as 
in the case of Henry Yan Allen, both folios should be neted in 
the Index. This account, originally kept on the 8th folio, has 
been carried to the 9th. 



When an aoconni is transferred to a new foliO) whai ahoiild be noted in the Index f 
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The above is an account with James Brown, a Blacksmith, 
in which seven transactions are entered. 

Transajciion .1. January 2. James Brown shoes my horses, 
(each pupil may suppose them his,) for which I am to pay him 
$1.75. Here I am the receiver, and hence the debtor. He is 
the giver, and hence the creditor. I, then, having written his 
name in my book, credit him with the amount of the work done 
for me ; but as the last two columns are understood to be for 
dollars and cents, it is not necessary to write the sign for dol- 
lars. 

Tr. 2. Jan. 6. I sell James Brown 4 cords of hickory, for 
which he is to pay me ll.^S a cord. In this transaction he is 
the receiver, and hence the debtor, and I accordingly debit him 
for the amount, $7.00. • 

Tr. 3. Jan. 10. I sell James Brown 10 bbls. of apples at 
$1.25 a bbl., amounting to $12.50, and again debit him, as in 2d 
transaction. 

Tt. 4. Feb. 2. I sell James Brown four tons of hay at 
$6.50 a ton, amounting to $26.00, and debit him accordingly, 
he having been the receiver, and hence the debtor, in the last 
three transactions. 

TV.* 5.. June 3. I buy of James Brown one lumber wagon, 
for which I am to pay him $50.00. Here he again becomes 

How many tranaactioiifl in the aooount with James Brown ? What is the first trans- 
action, and what the entry ? What the second, and entry ? The third, and entiy f 
Fourth, and entry? Fifth, and entry? 
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the ^ver and I the receiver, and I hence credit him accord- 
ingly. 

Tt, 6. Nov. 10. James Brown repairs my sleigh, for 
which he charges me $4.50. In this transaction, as in the last, 
he is the giver, and I am the receiver, and I hence credit him 
with the amomit of the work done. 

Tt, 7. Nov. 15. Here James Brown shoes one of my 
horses, and the entry exhibits the necessary credit. 

SHtlement Dec. 28. Accounts should be settled at least 
once every year. As, then, the end of the year approaches, I 
call on James Brown for my annual settlement with him. We 
first add the sums in the money columns of the credit side of 
the accoimt, and find they amount to $57.50, which is the sum- 
total of all I have received from him. We next add the sums 
in the money colunms of the debit side, and find they amount 
to $45.50, which is the sum-total of all I have let him have. 
We then subtract the amount of the debits from the amount 
of the credits. This gives a remainder of $12.00, which is 
the amount of my indebtedness to him. I pay him this sum, 
and debit him with "Cash to Balance." Finally, I draw 
single lines under the money colimms, and after adding them 
and placing the amount, $57.50,* imder each, draw double lines 
beneath, to show that the account is balanced and closed. 



01zth, and entry ? Seventh, and entry? How (rflen should aeoonnts be settled I 
Bow is this account settled and closed? 
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The foregoing is an account with Samuel Adams, a Retail 
Merchant. I have sold him produce at three different times, 
amoimting in all to $106.00. Dec. 31. — I call on him for settle- 
ment. By adding the sums credited to him, we find they 
amount to $97.83. By subtracting this sum from the amount 
of his debits, it appears there is due me $8.17. As I have no 
occasion to use either money or goods at this time, and expect 
to do my trading with him another year, the account is bal- 
anced as follows: I credit him " By Balance," $8.17. This 
done, the debits and credits amount to the same. I now draw 
single lines under the money, columns, directly opposite each 
other, as before, placing the amount imdcr them, and draw- 
ing the double lines beneath to signify ^liat the account is set- 
tled. 



How is the account with Samuel Adams settled? 
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When one side of the account contains more entries than the 
other, as in this example, an oblique line should be drawn across 
tlie unoccupied space, as is here done. The amount of the 
debits and credits, when footed, should equal each other, and 
be on the same horizontal line. 

The bill of goods on account of John Bruce, my hired man, 
bought April 12, 1 credit to the Merchant and debit to Bruce ; 
also my order in his favor of July 2. When goods are credited 
by bill, the bill should be kept till the accounts are settled. 

The sum credited " By Balance," on settlement, should be 
debited in the new account, xmder the same date, " To Balance," 
as in the example ^ven. 

When one side of the aoooont oontaf na more entries than the other, what rule should 
be observed in relation to the footings ? What items that are debited in this account 
■re credited in another aocomit ? When goods are credited by biU, how long should 
the bills be kept? 
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Here is represented an account which John Bruce, my hired 
man : (for the terms of my contract with him, see Memorandum- 
book, 52d page.) The first and third dehits in his account are 
credits in the account with Samuel Adams, as exhibited on the 
last preceding page. I have also debited him the amount 
paid W. Wood on his behalf for makmg a suit of clothes, and 
with my note to balance, and thus closed the account. I have 
debited him with my note, the same as I should have done with 
cash, had I paid him the money to balance. This fulfills my 
agreement with him, as per memorandum referred to. My 
note I shall of course expect to pay when it becomes due. 
(See Bills Payable, 45th page.) 

These entries, and the two referred to in the accoimt with 
Samuel Adams, are made in accordance with a principle already 
stated and elucidated, which enables us to determine where to 
enter every transaction belonging to personal accounts. The 
principle is this : The receiver is always the Dr., and the 
piver is always the Cr. No distinction is made between cash, 
promissory notes, goods, accepted orders, (see remarks in rela- 



In case I make an order on Samuel Adams for $23.50, payable to John Bmee, how 
■hould I enter the transaction in their respectiye accounts? In case I give my note to 
John Bruce to balance an account on settlement, how do I enter the transaction ia 
his account? 
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tion to Orders, on the 116th page,) money due for services, 
or houses and lands. Whenever a person receiver any of these 
or other property from you, or you pay them on his behalf, the 
transaction should be entered on the debtor side of his account. 
When he pays them to you, or on your behalf; and thus be- 
comes the giver, and you the receiver, the transaction should 
be entered on the credit side of his account. In the case of 
my order on Samuel Adams for $22.50 in favor of John Bruce, 
Adams is the giver, and hence the Or. ; and Bruce is the receiver, 
and hence the Dr. This principle is of universal application. 

The symbol of a pair of scales on the title-page, which 
beautifully illustrates the general principle that the Dr. and 
Cr. sides of an account ought always to balance, particularly 
illustrates the account here introduced. As the four smaller 
weights at the left are exactly counterpoised by the two larger 
ones at the right, so the four smaller entries on tlie Dr. side 
of the account exactly balance the two larger ones on the 
Cr. side. Another symbol is referred to on the 121st page. 



What general mle is slated which enables us to determine on which side of an 
account to enter a transaction? Does the rale apply to notes and orders as well as 
to money and goods? When a person receives property fbom you, or you pay it on 
his Ixihfdf^ how is the transaction enterM? How, when he pays to you or on your 
behalf? Is this principle of universal application? What principle does the symbol 
on the titlO'page illuKtrate ? Apply that symbol to this account. 
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The above is an account with a Wheatfield of 18 acres, frcon 
which it appears that the net profits (after paying the interest 
on the value of the land, and all the expenses of raising the 
crop) are seventy dollars and twenty cents. The account is 
kept just as an account with a person is : The field is debited 
with every thing put upon it, with every expense made on its 
account, and with the interest on the land at a fair valuation. 
It is credited mih every thmg it produces, and with every thing 
received on its account. The excess of the credits over the 
debits ^ves the net profit, which must be entered on the Dr. 
side of the accoimt m order to balance. Accoimts may be kept 
in like manner with every branch of one's business, whether 
agricultural, mechanical, conmiercial, or speculative. If persons 

In ihe aoooDDt with a Wheatfield of 18 acres, what are tbe nei proflts ? How is the 
■eoount kept ? With what is the field debited, and with what credited ? How is the 
not profit ascertaiDed? With what kinds of bosinefls may aooonnta be kept in this 
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generally were to keep such accounts, they would thereby be 
enabled to ascertain, with great accuracy, what pursuits afford 
certain profits, and what particular department of their busi- 
ness is most lucrative ; also, what enterprises are hazardous and 
unproductive ; and, by regulating themselves accordingly, tjiey 
would of course best promote their own pecuniary interests, 
and at the same time contribute most effectually to advance the 
general prosperity of the community in which they live. 

When the debits in such an account exceed the credits, and 
it becomes necessary in balancing the account to make the last 
entry on the Cr. side, it is evident the enterprise is attended 
with loss, as is exemplified in the account with a Grain Specu- 
lator on the next foho. 



What advantages would result to the individua] and to the community if persons 
generally were to keep such accounts? When the debits in such an account exceed 
the credits, is the enterprise attended with gain or lo8» f 
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Above is the account of a Grain Speculator, who made a 
purchase the 10th of Nov., with the expectation of getting the 
same forward to Buffalo, making sales at 97 cents, and getting 
returns in two weeks. Had he realized his expectations he 
would have reduced the cost of the wheat to him in Buf^o, 
one cent per bushel of the charges in Monroe on account of 
storage for the winter, the insurance against fire, and h\ months 
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What was lort by a Grain Speculator in the Wheat Acconnt heie girva T 
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interest — amounting in all to 

And his receipts would have been greater by 



$422.63 
980.00 



Making an actual difference in the result of - - $1402.63 
Hoping to gain $187.63, as appears from his figuring below, 
he actually Imi $1216.00, as appears from the account given 
above. 
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NoTX.— In order to exhibit this account complete 
on one folio, the Lake freight and Marine ineurance in 
the opposite entries, (which are the same as in the 
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What had he hoped to gain t What dilferenoe in result? How made apt 
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The profits on this crop of com are very great, as is shown 
by the last entry in the debit side of the accounts but then, 
the soil that produced it was very fruitful, and required but a 
small amount of labor in cultivation. Com, moreover, usually 
requires twice hoeing; but this, which was raised on the River 
Raisin, in Monroe Co., Mich., was not hoed at all. It was 
*' cultivated" between the rows, in one direction, the 20th of 
May, and in the other direction the 1st of June ; and it was 



Here is presented an account with a Crop of Com of eight acres: What are the 
profits on the crop ? How are his large yield and consequent profits accounted for T 
How was the field cultivated ? 
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plowed out once only, without hoeing, on the 15th of the latter 
month. 

This crop was debited with only one-fourth the expense of 
manuring, because the land was permanently enriched, and the 
benefit will probably be realized in the next three crops to as 
great an extent as in this. It is hence apparent that but one- 
fourth dt the expense of enriching should be debited to this 
crop. 

Why was not this erop of corn debited with the whole expeoBe of eDitehine the 
deidt 
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An account may and should be kept witli Cash, the same as 
with an individual, as in the above example. Persons who 
have a limited cash deal may keep their cash account in the 
Ledger, and in the same manner they do their personal accounts. 
But when one's cash account is extensive, or the entries in it 
become frequent and numerous, it will be best to keep the ac- 
count in a separate Cash-book provided for that purpose, which 
should be balanced at the close of each day. In opening the 
account, Cash should be debited with the amount on hand. 
All moneys received should be entered on the Dr. side of the 
Cash account, and all moneys ^H out, on the Cr. side of the 
account. In balancing the account, Cash should be credited 
with the amount on hand. The amount on hand at the open- 
ing of an accoimt with Cash, together with the sums received at 
different times, should exactly equal the amount of the sums 
paid out and the cash on hand at the time of settlement. 



How may an accoimt be kept with Cash ? When may the Cash acconnt be kepi 
tn the Ledger? When should a separate Cash-book be provided? With what 
shoald Cash be debited on openhig the account 7 What entries are made on the Dr., 
4nd what on the Cr. side of the account ? What credit bhould be made in balandog 
the account ? What amounts should be equal ? 
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The first entry in the Cash account must always be on the 
Dr. side, for no person can pay out money unless he first has it 
on hand. It is likewise apparent that the credit entries in the 
Cash account can never exceed the amount of the debit entries. 
When these are exactly equm, there can be no Cash on hand. 
When the Dr. side of the account amounts to more than the 
Cr. side, the difference, if the accoimt has been correctly kept, 
will equal the Cash on hand. 

An accoimt may be balanced and continued on the same 
page, or two accounts may be kept on the same folio, as in the 
following examples, according to circumstances. Whenever a 
folio is filled, and the account not closed, the two sides of the 
account should be added and the amount carried to some other 
folio designated. (See example on the next folio.) 



Whore must the first entry be made in the Cash account ? Why ? Can the credit 
entries ever exceed the debit entries ? When the Dr. side amounts to more than tha 
Cr. side, what should the difference be equal to ? When an account is settled, may 

be reopened on the same page ? May two accounts be kopt on the same folio ! 
When a folio is filled and the account not closed, what should be done ? 
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This account is here continued from the preceding folio. It 
naight have been carried to any other, as well as brought here, 
by making the proper entry at the foot of the page from which 
it is carried, showing the folio upon which it is continued. 

The books of the Creditor should specify every item sold. 
This is always important, and especially so when the entries are 
of considerable amount. The last entry on the Dr. side of this 
account with H. Van Allen is hence radically defectivey not a 
single article debited being specified. The bill, if purchased by 
any other person than himself, may never reach him ; or if it 
does, it may be mislaid, and in the settlement it may be impos- 
sible to satisfy him that this amount has ever been received by 
him or on his account. The Debtor may give credit for goods 
as per bill received, if he chooses to do so, as in the case of a 
" bill of crockery" in the account with John Martin on the last 

What should the books of the Creditor specify ? What of the last Dr. entrj in the 
account with H. Van Allen ? May the Debtor give credit in his boolcs per bill ra* 
oeived ? In such cases what should be done with the bill ? 
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folio, and as is twice done in the account with Samuel Adams — 
once for a " bill of crockery," and once for a " bill of goods for 
John Bruce." But even in such cases, to prevent any occasion 
for difficulty, it is best to preserve the bills until the accounts 
are settled. 

If on the Dr. side of my account with a person, I enter " To 
bill of goods," and carry out only the amount, he may not give 
me any credit at all, and on settlement he may dispute the ac- 
count, and I may then be unable to specify a single article sold 
him. On the contrary, if I enter on the credit side of my ac 
count with a person, " By bill of goods," and give the amount, 
I thereby acknowledge the receipt of the amount ; but in case 
the books do not exactly agree, difficulties may still arise in the 
settlement, if the bill is not preserved so as to compare items. 
The following rule should be observed : 



Why Bhoold the items sold be specified in the books of the Creditor, when they 
may be entered per bill in the books of the Debtor ? What rule is given for making 
Dr. and Cr. entries? 



GENERAL BOOK-ESBFINa. 



RULE FOR DR AND OR. ENTRIES. 

The books of the Creditor should specify both the quantity 
and the value of every article debited. The books of the 
Debtor should likewise specify both the quantity and the value 
of every article credited, unless hills are received of the goods 
or wares purchased, which is- always preferable. When bills 
are given, the holder of them may enter the amount only in his 
account, but he should keep the bills on file until settlement. 

BILLS OF PURCHASE. 

A Bill of Purchase is a statement of goods or wares bought 
at one time, embracing both the quantity and the price of each 
article, and the amount of the whole. If paid at the time of 
purchase, it should be receipted by the seller, as in the first ex- 
ample on the opposite page ; if settled " by note," as in the 
second example ; and if ** charged in account," as in the third. 

When a bill of goods is paid for at the time they are pur- 
chased, it is sufficient for each party to enter the transaction id 
his Cash account, unless there is a personal account between 
them, ID which case the goods should be debited, and the 
money credited, in the books of the seller ; but in the books of 
the purchaser, the goods should be credited, and the money 
debited. When payment is made " by note," the seller should 
make the necessary entry imder the head of Bills Receivable, 
and the purchaser under the head of Bills Payable, which is all 
that is necessary imless there is a personal account between the 
parties, in which case the whole transaction should be shown, 
as though money had been paid instead 6f a note given ; but 

When a bill of goods is " charged id account," the seller 
should simply debit the purchaser with the items sold, which 
should be credited in the books of the latter. 



What is a bill of purchase ? When a bill of goods !■ paid for at the time of piiPi 
ehase, what entries should be made in the boolES of each party? When paymoit la 
made ** by note," what entries diould be made ? When a bill of goods is ** chaiged 
in account," what entries should the parties make in their books T 
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BILLS OF ACCOUNT. 

A Bill op Account, called also an Account Current, is a 
record of the unsettled .transactions between the parties named 
in the account, comprising both debits and credits. It should 
contain a list of the items bought and sold, together with their 
prices, and should show the date of each transaction ; thus : 
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EXAMPLES FOR PRACTICE. 



In the following examples, where several articles of the same 
kind are bought or sold, the price and the quantity are ^ven, 
fmd the pupil is left to carry out the amount. If the compu- 
tations are correctly made, the accounts wiU exactly balance. 



What is a bill of account ? What ahould it contain and thow t 
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In the last example, the credits occurring before and exceed- 
ing the debits are placed first in the account. Both examples 
are differently arranged under the Second Form of Accounts. 
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The term Bills Receivable includes all written obligations 
for the payment of money which one holds against other per- 
sons, such as Promissory Notes, Due BiDs, Orders, Drafts, etc. 
When any of these are received by you, they should be at once 
entered under the head. Bills R.eceivable, after which they may 
be placed on their proper files. Then, by referring to this title, 
it will be easy to see when any obligation you hold becomes 
due, where payable, etc., and thus save yomiself the trouble of 
examining various packages of papers, the contents of which 
are here noted. Persons engaged in extensive business find it 
convenient to keep separate Bill-books ; but those who transact 
a limited business will not require more than a folio of their 
Ledger, properly ruled. 

What are Bills Receivable ? Where should they be entered when reoeiyed, and 
irhy ? When are separate BiU-books necesawy T 
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Tlie term Bills Patablb includes all written obligations 
for the payment of money, of whatever kind, given by one to 
other persons. Whenever you give such ac )bligation you 
should enter the particulars imder this head. It is of the ut- 
most importance to note, at the time, at least the arnxmnt and 
wkm due, together with the payee* s name and where payable. 

The maker of a note, (called also the giver or drawer,) is the 
person who gives the note, and who must sign it. The payee 
of a note is the person to whom it is made payable. The 
place where a note is payable should always be specified when- 
ever the payee, (or holder of the note at the time it becomes 
due,) does not expect to call at the maker's place of residence. 

What are Bins Payable? Where should they ba entered when giyen? What 
•hould be eepecially noted? Who is the mafter of a note ? Who the ^yM? When 
fduyuld the place where % note la payable be spedfled T 
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In connection witli the general statement concerning Bills 
Receivable and Bills Payable, presented on the last preceding 
folio, it will often be found convenient to keep a debtor and 
credit account with each, in the same manner that an account 
with an individual, with any branch of business, or with cash, 
is kept. Such an account is exhibited on this folio, based upon 
the same transactions that are recorded upon the preceding 
folio. The entry made in each, under date Nov. 12, 1860, re- 



How may a Dr. and Cr. account be kept with Bnia Receivable and Billa Payable? 
Upon what tranaaetions ia the account here presented F^aed T 
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ktes to a note given John Bruce in the settlement of our per- 
sonal account, recorded on the 26th page. 

A person keeping a debtor and credit account with Bills Ke- 
ceivable and Bills Payable can, by periodically balancing these 
accounts, ascertain what amount remains impaid on the obliga- 
tions he holds against others, and whether this simi is increasing 
or lessening from time to time ; also, his ovm indehtedi^ss od 
account of notes and other bills payable, and whether it v» m 
creasing or diminishing in amount. 

What can a person keeping sach an aooonnt at any time aaoertalD ? 
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GENERAL SETTLEMENT. 



A General Settlement shows how a person stands with the 
world, or with all persons with whom he transacts busmess, 
taken collectively. It is made by taking an inventory of one's 
property, to the fair value of which he must add the sum of the 
balances due him from others in the settlement of his personal 
accounts, and the balance due him on bills receivable. From 
the total amount of these he must deduct the sum of the bal- 
ances due others in the settlement of his personal accounts, to- 
gether with the balance that may become due from hun on 
bills payable. The difference of these amounts will evidently 
represent his exact standing with the world. 

Such general settlements should be made at the end of each 
year, immediately after one's annual settlements take place. 
By comparing the result of each general settlement with those 
of preceding ones, persons can readily see how much they have 
gained or lost diuing the past year, or in any given number of 
years. But without such a general settlement it is impossible 
for persons engaged in an extensive debit and- credit business, 
(constantly exchanging goods and wares for bills receivable tiiat 
arc liquidated from time to time, and frequently issuing and 
cancelling bills payable,) to possess any definite knowledge of 
their exact standing with the world. No one, then, who has 
any adequate regard for his own pecuniary interests, and for his 
reputation as a business man, should fail to make such a settle- 
ment at the close of every year's business. In the light of such 
facts as would thus be thrown upon one's business, ultimate 
success is almost certain ; while, if left to grope his way as it 



What does a General Settlement ahov T How is a Greneral Settlement made t 
When should such a settlement be made ? How can persons ascertain what they 
have gained cmt lost daring the past year, or in any nmnber of years? Can persona 
possess any definite knowledge of their standing with the world Irithont such general 
settlements? What is said of such settlements in connection with one's »nec$Btai 
failure in business? 
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were in tlie dark, lie not only jeopards success, but even courts 
a failure. 

When one's indebtedness exceeds what he possesses and 
what is due him, taken together, he is said to be wwse than 
nothing. 

MEMORA]SrDUM-BOOK 

This book, whose name indicates its general character, is sec- 
c»id in importance to the Ledger only. In it should be entered 
every thing of importance relating to a person's business that 
does not properly belong to the Ledger. It will often contain 
agreements, the carrying out of which will require frequent en- 
tries in the Ledger, as is illustrated in the case of John Bruce, 
whose account has already been given at the 26th page. A 
memorandum of my agreement with him is given in the follow- 
ing Memorandum-book, under date Jan. 12th, 1850. 

The Memorandum-book should commence with a general in- 
ventory of one's property. It should contam memorandums of 
agreements and of contracts of various kinds. It should not 
only ccHitain a general statement of one's business afl^iirs, but 
in ,it every important particular relating to his business which 
he ought himself to remember, or which should be known to 
his representatives, should be carefully recorded. All business 
engagements of importance which you make, to be fulfilled 
hereafter, should be carefully recorded in this book at the time 
they are entered into ; and when they ar? met, a brief entry 
should be made in the space left at the right, stating the facts. 
Where the engagement is simple, as in the case of my contract 
with Dr. J. Goodman, made March 16th, and promptly fulfilled, 
it is not necessary to open a personal account with him in the 

When is a person said to be toorf than nothing 7 What is said of the importanoe 
of the Memorandum-book ? What should be entered in it ? With what should this 
book commence ? When should engagements be recorded ? When met, what entry 
iliould be made? When may the entries relating to an agreement be made ^n 
the Csah-book only, and when should they be made in one's personal account? 
8 ^ 
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Ledger. It is sufficient to debit Casli with the amount re> 
ceived of him. But in case the contract is more complex, and 
requires several entries to be made at different times, as is ex- 
emplified in my agreement with Jacob Merchant, made Nov. 
10th, it becomes necessary to open a personal account with 
him in the Ledger, where all transactions relating to the con- 
tract should be faithfully entered. 

Agreements should generally be made in writing, and espe- 
cially when much time is to elapse before their fulfillment, or 
they are in any degree complex. When tlus is not practicable 
it may be well to make the agreement in the presence of wit- 
nesses, as in case of th.e engagement to furnish wood, entered 
mto Dec. 1st. In such cases the memorandum should be made 
as soon after the agreement as practicable, while all the par- 
ticulars are fresh in the memory. 

The Memorandimi-book should be frequaitly reviewed to see 
what contracts, if any, remain to be fulfilled, when the proper 
entries should be made opposite such as have been performed. 
In cases like that entered under date Dec. 4th, the reserved 
space may be filled at the time the entry is made. It will gen- 
erally be advisable, and especially in case your circumstances 
are much changed, to make out a general inventory of your 
property at the commencement of each year. In case of a 
limited business, the Memorandimi-book, like the Cash-book 
and Bill-book, may be kept in the Ledger, but it will generally 
be preferable to kee^ it in a separate book, after the manner of 
the one hereto annexed.* 

* The form of Memorandmn-book, exhibited on the three following pages, althongfa 
original with the author of this treatise, was first presented to the public as part of a 
regular system of Book-keeping, in a recent work hj P. MacGregor, Esq., of New 
York, in which the subject is treated at greater length. 



When should agreements be made in writing? When not in writing, how may 
they be made? Why should the Memorandum-book be frequently reviewed ? How 
often should a general inyentory be made? How should the Memorandum-book be 

kept! 
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MSMOBANDUM-BOOK. 

»^— ^1 ■■ ■ ' 

GENERAL INYENTORT OF MT PROFEBTT. 

January lat, 1850. 
Value of Farm, including Build- 
ings and Fixtures - - - - 4400.00 
Value of Timber Lot - - - 850.00 
do. Teams and Agricultural 

Implements 475.00 

Stock of Cattle 876.00 

do. Sheep 500.00 

Cash on hand 80.76 

Note against Peter York - - 84.00 

do. do. Ira Butts - - - 15.75 

Wm. Williams owes me on Acct. 84.00 

OrenOlds do. do. 15.00 
Total Value of Property - - $7379.60 



/ Owe as Follows: 

On Timber Lot - - 
J. Olds on Note - - 
H. Brown on Acct. - 
O. Hyde do. 
Net Capital this Day 



150.00 
14.76 
12.50 
2.26 179.50 



$7200.00 



4f^. 



Engaged to furnish J. Bronson with But- 
ter for his family's use till May 1st, for 15 
cents a pound, to be paid for in cash as de- 
livered. 
• 6th. 



Commenced trading with H. Van Allen, 
who is to take my Wheat at cash price 
when delivered ; likewise the crop now on 
the ground. For particulars see written 
agreement. 

SI 



The increase of my 
property since Jan. 
1st, 1849, has been 
$450.81. 

My business is in 
a more prosperous 
state than ever be- 
fore, for which I 
have great reason tc 
be thankful. 



May 1st, engage- 
ment fulfilled and 
new one made this 
day. 



Contract fulfilled 
and account settled, 
Dec. 29th, 1850. 



r 



GEXBRAL BOOE-KSBPING. 



January 12th, 1850. 
John Bruce commenced work on farm 
this day, for 8 months, on conditions fully 
set forth in our written contract. For the 
first three months I am to give him $10 
per month, and for the remaining 5 months 
$11 per month. I am to give him what 
store pay he wants, from time to time, 
never exceeding his earnings, and to give 
him my note on settlement for any balance 
that may remain due, payable by the mid- 
dle of November next. 

Mar. letk. 



Engaged to furnish Dr. J. Goodman with 
95 pounds of Maple Sugar, to Jje accounted 
for on delivery at 12 cents per pound. 

April 15 th, ■ 



Agreed with James Underhill to plant 
sixteen-acre lot (No. 7) to com, on condi- 
tions fully set forth in contract this day 
made. 

May 1st. 



Contracted to supply J. Bronson with 
Butter for family use till Oct. 1st, at 12 
cents per pound. I have also agreed to 
let him have all the Cheese from my dairy, 
as the same shall become merchantable, to 
be paid for on delivery, at $6 per 100 lbs. 

Uth. 



Engaged to put sixteen tons of hay, well 
cured and in good condition, into Stephen 
Wakeland's bam by the 15th of July, to 
be psdd for 1st Sept. at $7.25 per ton. 
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Settled Sept. 12 th, 
and gave my note to 
balance for $29.25, 
at sixty days. 

Paid note Nov. 
12th. Bruce wishes 
to work for me next 
season 



All settled, April 
20th. 



All obligations per- 
formed, Nov. 10th, 
1850. 



All obligations per- 
formed, Nov. Ist, 
1850. 



Engagements all 
discharged. Sept 
1st, 1850. 



MEMORANDUM-BOOK. 



June 1th, 1860. 
Employed Harriet Benson to do house- 
work for 13 weeks, at $1.25 per week. 



S^t UtL 



Harriet Ann lias this day entered upon 
her duties as First Assistant in the Union 
School; at $15 per month, or $45 per quar- 
ter of twelve weeks. 



u 



Henry and Frances have this day com- 
menced attending the Union School for the 
winter. 



J^ov. lOth. 



Purchased groceries for the winter of 
Jacob Merchant, to whom I have contract- 
ed 800 bushels of com at 40 cents per 
bushel, the balance not traded out to be 
paid for in cash when the full amount is 
delivered. 



Dee. 1st, 



Engaged to furnish Ira Wilson with 20 
cords of Hickory, at $1.50 a cord, to be de- 
livered at his house by the 15th of January, 
and to be paid for by the 10th of April. 
Present, Hiram Wilson and Jacob Town- 
send. 

4tk. 



Mill-dam* carried away by a freshet, and 
mill much injured. 



Wages paid, Oct. 
10th. 



Wages paid, Dec. 
20th. 



They left school 
March 1st, 1851. 



AU engagements 
discharged, Novem- 
ber 20th. 



Obligations all dis- 
charged. May 1st, 
1851. 



Loss $140.00. 




GENERAL BOOK-KEBPINO. 



EXAMPLES FOR PRACTICE. 

FIRST FORM OF ACCOUNTS. 

The following examples are introduced, the better to enable 
the pupil to reduce to practice the knowledge of Book-keeping 
which he has already acquired. Each example consists of several 
transactions with the same individual, which, taken together, 
constitute a separate account, that should be opened, conducted, 
and closed, as in the case of examples already given. 

For this purpose the pupil may at first rule the necessary 
quantity of separate sheets of paper, according to the instructions 
given at the 1 9th page. If the computations are correctly made, 
and the transactions are rightly entered, the last entry in the 
account will agree with the answer given after the last transac- 
tion in each example. 

After each example has been solved, and the accoimt has 
been accurately made out and properly balanced, the pupil will 
do well to copy his work neatly into the Account-book which 
has been prepared to accompany this volume, or into some other 
suitable one proidded for that purpose. 

EXAMPLE I. 

This example consists of a series of transactions between the 
Book-keeper (each pupil may suppose himself or herself the 
person) and Asa P. Leonard, a country merchant. 

NoTK TO Tbachkrs. — The teacher should stimulate his pupQs to make vigorous 
efforts to Bolye all of the *^ Examples for Practice," without consulting the Key for aid. 
When examples have been correctly solved, as an encouragement the pupil may with 
propriety be allowed to compare his work with that in the Key, but rarely (if at all) 
for the purpose of detecting mistakes. 



Why are examples for practice introduced into .this work ? Of what does ea^h ex* 
ample consist, and how should it be treated ? What suggestion is given for the pupil ? 
How may you know whether the computations are correctly made, and the transactioni 
rightly entered ? What suggestion is made in relation to the use of an Aooount-book 1 
Of what does the first example given \n the first form of accounts consist ? What may 
each pupil suppose himself? 
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Transaction 1. Jan. 4, 1850. Sold Asa P. Leonard one 
quarter of Beef, weighing 150 lbs. for ^yq cents a pound. Re- 
ceived in partial payment 2 lbs. of Black Tea, at 70 cents a 
pound ; 4 lbs. of Cofifee at 14 cents a pound ; and 25 lbs. of 
Brown Sugar at 10 cents a pound. 

Tr. 2. Jan. 25. Bought three gallons of Molasses at forty- 
four cents a gallon. 

Tr, 3. Feb. 10. Sold 40 lbs. of Pork worth eight cents a 
pound. Received forty dollars in Cash. 

Tr, 4. Feb. 15. Sold fourteen bushels of Com for forty- 
five cents a bushel. 

Tr, 5. May 10. Plowed his Garden, for which I am to 
receive one dollar and seventy-five cents. 

Tr. 6. May 15. Sold eighteen bushels of Potatoes for 
thu-ty-five cents a bushel. 

Tr, 1, June 12. Sold 250 lbs. of Wool at forty cents a 
pound. Received 18 yards of Calico at 15 cents a yard, and 
three papers of pins at five cents each. 

Tr, 8. July 12. Have done two days' Work with Team, tor 
which I am to receive one dollar and seventy-five cents a day. 

Tr, 9. Nov. 1. I have pastured his cow for fourteen weeks, 
for which I am to receive 20 cents a week. 

Tr. 10. Dec. 4. I have this day finished drawing him 
twenty-four cords of Beech and Maple, for which I am to re- 
ceive one dollar and fifty cents a cord. I have bought of him 
one pair of Kip Brogans for $1.25 ; 18 lbs. of Rice at six cents 
a pound ; 9 lbs. Loaf Sugar at fourteen cents a pound ; and 9 
yards of Merrimack Sheeting at 9 cents a yard. 

Tr, 11. Dec. 29. I have this day settled with liim and 
received the balance due me in Cash. What was the last credit 
entry? Ans.ilU,S2, 

NoTc— The solation of this example is given on the 6th and 7th pages of the Key. 
To find the solution of any other example, look, as in this case, immediately mider the 
Ktle of the account, in the Key, for the page or pages upon which the example is 
recorded in the BooiL-keeping, which are there given in the same type with this n jte 
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EXAMPLE n. 

This example consists of a seiids of transactions with 0. D. 
'Enowlton, a saddle and harness maker. 

Transaction 1. Jan. 4, 1851. Sold 0. D. EJnowlton eight 
bushels of Potatoes at thirty-five cents a bushel, and four 
bushels of Com at forty-two cents a bushel 

Tr. 2. Feb. 10. Sold hun ten bushels of Potatoes for 
thirty-fiye cents a bushel, and twelve bushels of Wheat at 
eighty cents a bushel. 

Tr, 3. May 1. Sold him sixteen pounds of Butter at twelve 
and a half cents a pound. Bought of him one set of Double 
Harness, valued at thirty dollars. 

Tr. 4. May 6. Sold him fourteen bushels of Com for 
forty-five cents a bushel. 

Tr. 5. June 10. Sold him four bushels of Potatoes at 
thirty-five cents a bushel. Also, bought of him one Brass 
Plated Smgle Harness, valued at thirty-five dollars. 

Tr. 6. July 2. Bought one Saddle, Bridle, and Martin- 
gale, the whole valued at eighteen dollars and fifty cents. 

Tr. 7. July 10. Sold him ten tons of Hay valued at foui 
dollars and twenty-five cents a ton. 

Tr. 8. Sept. 25. I have pastured four Cows for him ten 
weeks, for which I am to recdve twenty cents a week for each 
Cow ; also, one Horse nine weeks, for twenty-five cents a weet 
We this day settle, and I pay him the balance due in Cash. 
How much do I pay him? Ana. $3.47. 

EXAMPLE III. 

This example consists of a series of transactions with Isaac 
Mitchell, who keeps a boot and shoe store. 

Transaction 1. Jao, 1, 1851. Bought of Isaac Mitchell 



or what does the eecond example oonstot T Of what does the third example conaiat 
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one pair of Kip Boots for three dollars, and one pair of Bufi^o 
Over-shoes for two dollars and fifty cents. 

Tr, 2. Jan. 10. Sold hun two dozen Hens' Eggs at four- 
teen cents a doz. 

Tt, 3. Feb. 10. Sold him four pounds of Butter at fifteen 
cents a pound, and two bushels of Wheat at seventy-five cents 
a bushel. Also, bought of him one pair of India Rubber Over- 
shoes for one dollar and twenty-five cents, and one pair of Buck- 
skin Mittens for seventy-five cents. 

Tr, 4. March 4. Sold him one quarter of Beef weighmg 
one hundred and seventy-five pounds for five cents a poimd. 
Also, bought of him one pair of Congress Gaiters for three 
dollars ; two pair of Misses' Gaiters at one dollar and twenty- 
five cents each; and two pair of Children's Gloves at fifteen 
cents a pair. 

Tr, 5. May 14. Sold him eighteen pounds of Wool for 
thirty cents a pound, and fourteen pounds of Butter at eleven 
cents a pound. Bought two pair of R. R. Jenny Linds at one 
dollar and twenty-five cents a pair; one pair of Enamel Gaiters 
for two dollars and fifty cents ; and six Linen Handkerchiefs at 
sixty cents each. 

Tr. 6. June 6. Bought two pair of Boys' Suspenders at 
fifteen cents a pair, and three pair of Mixed Half Hose at 
twenty cents a pair. 

TV. Y. June 10. Bought one Leghorn Hat for one dollar 
and fifty cents; two pair of Calf Buskins for one dollar a pair; 
and three pair Black Cotton Hose at twenty-five cents a pair. 
Also, settled the account and paid the amount due. What 
was it? Am, $8.98. 

KXAMPLB IV. 

This example exhibits a Sheep and Wool Account. In this 
account the cost of the sheep, and every thing paid out on their 



3* 



Vdiat does the fourth example exhibit? 
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account, should be entered on the Dr. side. On tlie Or. side of 
the account should be entered every thing that is received on 
accpunt of the sheep ; as wool, surviving sheep, and lambs. 

Transaction 1. June 1, 1850. Bought one hundred and 
sixty Sheep at one dollar and twenty-five cents a head. 

Tr, 2. Dec. 15. The Sheep have been in pasture since their 
purchase for six and one half months. Pasturing is worth three 
dollars a month for one hundred Sheep, and at the same rate for 
any greater dumber. 

Tr, 3. March 15, 1851. The Sheep have been fed on bay 
for three months. Foddering is estimated worth twelve dollars 
a month for one hundred Sheep, and at the same rate for a 
greater number. 

Tr. 4. June 1. The Sheep have been in pasting since March 
15th, at the rates specified in the second transaction. P^d for 
washing and shearing six dollars per one hundred Sheep.* Ou^ 
from them six hundred pounds of Wool worth forty cents a 
pound. There are one hundred and fifty-two old Sheep living, 
worth one dollar and twenty-five cents a head, and sixty-four 
Lambs worth seventy-five cents each. What must be entered on 
the Dr. side in closing the account, as profits on one hundred 
and sixty Sheep for one year? Ana. $153.60. 

EXAMPLE V. 

The fifth and sixth examples consist of a series of transactions 
with Henry Webster, a bookseller and stationer. The account, 
which was settled July 10th, was reopened the 10th of Sep- 
tember. If the sixth example is entered on the same folio with 
the fifth, the name of Henry Webster need not be written the 

* This account should, nnder this date, be debited with the interest oo the cost ot 
one hundred and sixty sheep at seven per cent 



What should be entered on the Dr. side of this account? What on the Cr. sidsT 
or what do the fifth and sixth examples consist? 

58 



EXAMPLES FOR PRACTICE. 



second time, but the account may be reopened, after the man- 
ner of the continuation of the account with John Martin, aa 
g^ven at the d6th and d^th pages. 

Transaction 1. Jan. 1, 1850. Sold Henry Webster fifteen 
and one half pounds of Butter for fourteen cents a pound, and 
twenty-five pounds of Cheese at eight cents a pound. Bought 
of him one Family Bible worth three dollars ; one Webster's 
Dictionary worth three dollars and fifty cents ; and one copy 
of Mayhew on Popular Education for one dollar. 

Tr. 2. Jan. 5. Sold him forty pounds of Butter at four- 
teen cents a pound. 

Tr. 3. Jan. 10. Bought one Thomson's Higher Arithmetic 
for seventy-five cents; one Smith's New Arithmetic for fifty 
cents ; and two copies of Tower's Intellectual Algebra, at thirty- 
seven and a half cents each. 

Tr. 4. June 4. Sold him ten pounds of Linen Rags at four 
6ents a pound. Bought of him four quires of Writing Paper at 
twenty cents a quire ; two Tower's Gradual Reader at twenty- 
five cents each ; and two copies of Cobb's Spelling Book, at 
ten cents each. 

Tr. 5. July 1. Sold him ten pounds of Butter at ten cents 
a pound, and four dozen Hens' Eggs at eight cents a dozen. 
Bought one Wells' Granunar at thirty-eight cents, and two 
copies of Thomson's Practical Arithmetic at thirty-eight cents 
each. 

Tr. 6. July 10. Settled and paid the amoimt due in cash. 
How much was it ? Ans. $0.65. 

EXAMPLE VI. 

This example consists of a series of transactions with Henry 
Webster, the bookseller and stationer named in the last pre- 
ceding example. 

If the account with an individual Is settled and balanced, and subsequently reopened 
an the same folio, is it necessary to write his name the second time T 
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Transaction!. Sept. 10, 1850. Sold him twenty-five bush- 
els of Potatoes at thirty cents a bushel, and ten pounds of Butter 
at twelve and a half cents a pound. Bought of him two quires 
of Writing Paper at twenty-five cents each ; one Ackerman's 
Natural History for fifty cents; and one Day-book and one 
Ledger, each containing ^ye quires of paper, at thirty-four cents 
a quire. 

Tr, 2. Nov. 1. Bought of him one Thomson's Higher 
Arithmetic, one Davies' University Arithmetic, and one Perkins' 
Higher Arithmetic, at seventy-five cents each. 

Tr. 3. Nov. 10. Bought of him one Smith's Quarto Geog- 
raphy for seventy-five cents, and two copies of Guernsey's 
History of the United States at sixty-two and a half cents each. 

Tr. 4. Dec. 12. Finished drawing twenty cords of Beech 
and Maple at one dollar and twenty-five cents a cord. 

Tr. 5. Dec. 15. Bought four quires of Writing Paper at 
twenty cents each, and one Sons of Temperance Oflfering for two 
dollars and twenty-five cents. 

Tr. 6. Dec. 20. Bought one North American Second Class 
Reader for fifty cents; one Ivory Folder for nineteen cents; 
and one Box of Wafers for six cents. Settled, and received the 
balance due in cash. How much was it? Ans. |21.30. 

EXAMPLE VII. 

The seventh example exhibits a Pork Account, and the eighth 
a Beef Account. The entries are to be made according to the 
principles stated under the fourth example, and more fully elu- 
cidated under the account with a Wheatfield, given at the 28 th 
and 29 th pages. 

Transaction 1. Sept. 10, 1850. Bought forty-five Hogs 
weighing 9856 lbs. at three cents a pound. 



What do the seventh and eighth examples exhibit? In these and similar accomits, 
bow are we to determine what transactions to enter on (he Dr. and what on the Gr. sids 
of the account? 
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Tr, 2. Sept. 15. Bought seventeen Hogs weighing 4180 
lbs. at two and three-fourth cents a pound, and 900 bushels of 
Com at forty cents a bushel. 

Tr. 3. Oct. 25. Paid for moving and grinding 280 bushels 
of Com at six cents a bushel. 

Tr. 4. Dec. 10. Expense of slaughtering sixty-two Hogs 
estimated at seventy-five cents each. 

Tr. 5. Dec. 11. Laid by for family use 750 lbs. of Pork 
worth five cents a pound. 

Tr. 6. Dec. 12. Expense of marketing 62 Hogs estimated 
at 20 cents each. Sold 18,650 lbs. of Pork for five cents a 
pound. What was the profit on fattening sixty-two Hogs ? 

Ans. $123.67. 

EXAMPLE VIII. 

This example exhibits a Beef Account. 

Transaction 1. July 20, 1850. Bought twenty yoke of 
Oxen at sixty dollars a yoke. 

Tr. 2. Aug. 4. Bought 15 Cows at twelve dollars a head. 

Tr. 3. Aug. 10. Bought 22 Cows at $12.50 a head. 

Tr. 4. Aug. 20. Bought twenty-three Steers at twenty 
dollars a head. 

Tr. 5. Nov. 1. The pasturing up to this time is estimated 
at eleven weeks for all of the cattle, (some have been kept longer 
and others npt so long,) and at twelve cents a week per head. 
They have been fed one hundred loads of pumpkins worth 50 
cents a load. 

Tr. 6. Feb. 1, 1851. Have fed one hundred tons of hay 
worth fom* dollars and fifty cents a ton; also 1800 bushels of 
com worth thirty-five cents, and have paid for grinding the 
same five cents a bushel. Have this day sold the whole, at the 
following prices : Twenty yoke of Oxen, each Ox weighing 880 
lbs., at five cents a pound ; thirty-seven Cows at an average 
weight of 600 lbs. for four and one half cents a pound ; and 
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twenty-three Steers weighmg 700 lbs. each, at five cents a 

pound. What have been the profits on fattening Beef? 

Ans. $97.00. 



EXAMPLE IX. 

This example consists of a series of transactions with F. M. 
Granger, a saddle and harness maker. 

Transaction 1. Jan. 4, 1850. Bought of him one common 
one-half tug Harness for sixteen dollars ; three common Halters 
at 75 cents each ; and two common Bridles at 75 cents each. 

Tr, 2. Jan. 10. * Sold him ten cords of Wood for one dol- 
lar and twenty-five cents a cord, and eighteen bushels of Pota- 
toes at thirty cents a bushel. 

Tr. 3. Jan. 25. Sold him 20 lbs. of table Butter at four- 
teen cents a pound. 

Tr. 4. Feb. 10. Sold him eighteen bushels of Wheat at 
eighty-eight cents a bushel. 

Tr. 5. Feb. 26. Sold him 25 lbs. table Butter at fifteen 
cents a pound. 

Tr. 6. March 4. Sold him 2 tons of Hay at $4.50 a ton. 

Tr. 7. March 22. Sold 1*0 bush, of Potatoes at thirty-five 
cents a bushel. 

Tr. 8. April 10. Bought of him one common Saddle worth 
$7.00 ; one quOted Saddle at $2^.00 ; and one pair of Martin- 
gales at seventy-five cents. 

Tr. 9. June 6. Bought one Buggy Harness, black trim- 
mings, at $20.00 ; one common single Harness, for $13.00 ; and 
two bridle Halters at $1.20 each. 

Tr. 10. June 10. Sold him 10 bushels of Wheat at 90 
cents a bushel. 

Tr. 11. July 2. Bought one Plated Buggy Harness for 
$25.00, and one light Double Harness with Turrets and Hooks, 
for $30.00. Have done for him four days' work with team, 
worth $2.00 a day. 
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Tr, 12. July 24. Have pastured two Cows for him 12 
weeks, at 20 cents per week for each Cow. 

Tr. 13. Nov. 15. Have had Collars repaired for thirty- 
eight cents, and bought a Throat-latch for twenty cents. 

Tr. 14. Nov. 25. Sold him 10 bushels of Wheat at 88 
cents a bushel ; 80 lbs. of Butter at 14 cents a pound ; and 75 
lbs. of Cheese at Y cents a pound. Bought of him one Hard 
Leather Trunk for twenty dollars. 

Tr. 15. Dec. 1. Sold him 4 tons of Hay for five dollai's 
a ton. 

Tr. 16. Dec. 20. He Las trimmed my Buggy for which I 
am to pay him 18 dollars, and repaired a Buggy Harness for 2 
dollars and 25 cents. I have bought of him one Long Tug 
Harness for 24 dollars, and one Bridle Halter for one dollar and 
twenty cents. 

Tr. 17. Dec. 30. Have this day settled with him and 
psdd him 29 dollars and 9 cents in cash, and given him my note 
to balance, at thirty days. What was the face of the note ? 

Am. $60.00. 

EXAMPLE X. 

Thib example relates to a Field of Oats of Five Acres. The 
account should b'fe kept in all respects like that with a Wheat- 
field, ^ven at ihe 28 th and 29 th pages. 

TransQ/ctkm 1. April 20, 1850. Have spent 5 days in plow- 
ing five acres for oats, labor worth two dollars a day. 

Tr. 2. April 26. Have furnished 18 bushels of oats for 
seed, worth 31 cents a bushel ; and have devoted three-fourths 
of the day to sowing the same, labor worth one dollar a day. 

Tr. 3. Apr. 27. Boy and team have been occupied two 
days in harrowing in oats, at one dollar and fifty cents a day. 

Tr. 4. July 20. Have devoted five days ' to harvesting, 



To what does the tenth example relate? How should the account be kept? 
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which (including the use of team) is worth one dollar and 
twenty-five cents a day. 

Tr, 6. Sept. 22. Finished threshing 200 bushels of oats, 
the entire amount raised from the field. Threshing costs six 
cents a bushel. 

Tr, 6. Oct. 26. Have devoted three days to marketing 
200 bushels of oats, which, including the use of team, is worth 
three cents a bushel. The crop has been raised on land worth 
20 dollars an acre, and has required the use of it one year, 
money being worth T per cent, per annum. Received for the 
oats this day sold, 25 cents a bushel ; retamed straw for fodder, 
worth 5 doUars ; and received 3 dollars for straw sold to the 
upholsterer. What are the profits on the field of oats of 5 acres ? 

Am, 17.42. 

EXAMPLE ZI. 

This example exhibits an account with a Wheatfield of Sixty 
Acres. The value of land and the rate of interest are the same 
as stated in the sixth transaction of the last preceding example. 

Transaction 1. June 25. Finished plowing the field of sixty 
acres, which was worth one dollar and 75 cents an acre. 

Tr, 2. July 20. Finished harrowing the field, wMch was 
worth thirty-three and one-third cents an acre. 

Tr, 3. Sept. 10. Fmished the cross-plowing, which was 
worth one dollar and 25 cents an acre. 

Tr, 4. Sept. 15. Furnished 90 bushels of seed wheat, 
worth 75 cents a bushel ; sowed the field, which was worth 10 
cents an acre ; and harrowed after the sowing, which was worth 
75 cents an acre. 

Tr, 5. July 10, 1851. This day finished cradling, binding, 
and shocking the sixty acres of wheat, which was worth one 
dollar an acre. 



Wh^ account Is exhibited Id the eleventh example? What was the ralae of tht 
'.and occupied, and what the rate of interest charged for its use ? 
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Tr, 6. July 14. Finished drawing into the bam, which 
was worth thirty-three and one-third cents per acre. 

Tt, 7. Aug. 1. Have paid 10 cents a bushel for threshing. 
The field yielded fifteen hundred bushels of wheat. 

Tr, 8. Aug. 15. Marketed 1350 bushels, the tune and 
trouble being worth 2 cents a bushel. The value of the land 
per acre, and the rate of interest as already stated. Kept foi 
use on the farm, one hundred bushels of seed wheat, worth 75 
cents a bushel; reserved for family use 50 bushels worth 75 
cents a bushel; and sold, at the same price, 1350 bushels. 
Sold 20 dollars worth of straw to the paper-maker, and kept 
10 dollars worth for fodder. What were the profits on the 
sixty acres of wheat? AnB, $496.50. 

EXAMPLE XU. 

This example exhibits an account with a Potato-field of Twenty 
Acres, the land being worth thirty dollars an acre ; mterest at 
T per cent. 

Tra7i>sacii(m 1. May 1, 1850. The plowing of the twenty 
acres was worth one dollar and 50 cents an acre. 

Tr, 2. May 10. Furnished 225 bushels of potatoes for 
seed, which were worth 30 cents a bushel. The planting cost 
one dollar and 50 cents an acre. 

2V. 3. June 25. Spent ten days with boy and horse in 
plowing out potatoes, which was worth one dollar and twenty- 
five cents a day; and paid for thirty days' work in hoeing, at 
seventy-five cents a day. 

Tr. 4. Nov. 1. The digging required 70 days' labor, worth 
75 cents a day ; the marketing required 10 days with team, at 
2 dollars a day; and the value of the land and the rate of inter- 
est as already stated. Sold 2450 bushels of potatoes for 25 

What does the twelfth example exhibit ? What was the valae of the land, and whal 
the rate of interest ? 
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cents a bushel ; used 200 bushels in fattening hogs, worth 15 
cents a bushel ; and reserved 600 bushels for home use, worth 
25 cents a bushel. What were the profits on the crop ?* 

Ans, $515.50. 

SECOND FORM OF ACCOUNTS 

In every form of keeping accounts the principle is the same. 
The Second Form of Accounts differs from that already given 
in but few particulars. In the second form there are two 9ets 
of money columns on each page, while in the first form there is 
but one set. In the second form the debits and credits are both 
kept on the same page, and entered in the order of their occur- 
rence, the debits in the left-hand set of money columns, and the 
credits in the right-hand set. 

On the next page is the account with Henry Van Allen, given 
from the 36th to the 39th pages, (which see,) here arranged 
accordmg to the provisions of the Second Form of Accounts. 
This method requires less space for an account than where 
two pages are employed, and especially where there is a con- 
siderable inequality in the number of entries on the two sides of 
the account ; but there is a greater liability to make mistakes in 
entering the amounts in the correct set of money columns. 

* If the puplto of a Bchool are desirooa of ioMng a greater number of Examples, 
or the Teacher thinks they would be profitably employed in so doing, they may 
be prepared as follows: Let the Teacher, or any accurate pupil, careftilly write out 
an account with debits and credits like those fh>m the 32d page to the 39th, or like 
the ** Key" to the preceding *^ Examples for Practice.'' By inspecting this account it 
will be easy to write out the transactions upon which it is based in the order they have 
occurred. These, properly nambered and dated, may be copied by each pupil of a 
class, and thus constitute a Kew Example. The account upon which the example la 
bas d will of course be a Key to the Example, Such examples may be prepared to any 
desirable extent. 



How may additional ^ Examples for Practice'' be prepared T Is the principle the 
lame in every form of accounts ? In what particulars does the second form of aceounU 
differ from that already given 7 What are the advantages, and what (he disadvantage! 
of this method? 
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BILLS OF ACCOUNT. 

When accounts are kept by the Second Form, BDls of 
Account, trliicli were treated of at the 42d page, may be made 
out in a coi responding manner. The account of George Gra- 
ham with Jbmes Armitage, given at the 42d page, is again pre- 
sented below, in a manner corresponding with the Second Form 
of Accounts. 
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May Bills of Account be made out in accordance with the second method <ii keeping 
acconnts? What ac<ft>ant that has been heretofore given is here presented in accordanot 
with this form of keeping accounts? 
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This example is the same as that given at the 4 2d page, but 
differently arranged. As here presented, it is receipted by 
James Armitage, the merchant, per Bulkley, his clerk, June 2d, 
1850. As before presented it was not receipted. 

In this form of making out a Bill of Account, or an Account 
Current, the transactions, like the entries in the Second Form of 
Accounts, are recorded in the order of their occurrence, the 
amounts in all cases being carried to the Dr. or Cr. columns, as 
circumstances require. In consequence of the greater liabiHty 
to make mistakes in carrying the amounts to the correct set of 
money columns, as already intimated, the learner will do well 
to be doubly careful that his entries are correctly made, until 
the habit of accur<ici/ is firmly established ; and then he should 
not relax his efforts. With the practical book-keeper, accuracy 
is of the first importance ; for the detection of a few mistakes in 
an account, or even of but one mistake, tends greatly to diminish 
the confidence that might otherwise be reposed in him. The 
learner, hence, cannot labor too assiduously in establishing a 
habit that will be of so great importance to him in ail future life, 
whether engaged in business for himself or for others. 

On the next page there are two examples for practice, which 
will sufficiently illustrate this mode of makmg out accounts. 
The examples here presented are the same as those given at the 
43d page, with the transactions arranged in the order of their 
occurrence, to compare with the Second Form of Accounts. 
Here, as before, the price and the quantity are given, and the 
pupil is left to carry out the amount. He should be careful to 
carry each amount to the right set of money columns. If the 
amounts are correctly entered, the accounts will exactly balance. 

As here presented, bow is it receipted ? In this form of making out accounts, how 
are the transactions recorded ? To what columns are the amounts carried ? In which 
set of money columns should the debits be entered, the right or the left? In which 
set should the credits be entered? Why should the learner be doubly careftil in 
making these entries? How long should ho thus be carefhl ? Should he then relax 
hie efforts ? What is said of the importance of aoouracy f 
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EXAMPLES FOR PEAOTIOE. 

SECOND FORM OF ACCOUNTS. 

As the remarks made under this head at the 54 th page are 
apphcable to the examples that follow, the pupil wiU do well to 
review them before proceeding further. The former examples 
were solved according to the First Form given for. keeping 
accounts ; these are to be solved according to the Second Form 
of Accounts. 

EXAMPLE I. 

This example consists of a series of transactions with James 
Davidson, who keeps a grocery and provision store. 

Transaction 1. Jan. 2, 1851. Bought of him 18 lbs. Brown 
Sugar at 8 cents a pound ; 15 lbs. of Rice at 7 cents a pound ; 
and 12 lbs. of Loaf Sugar at 14 cents a pound. 

Tr, 2. Feb. 10. Paid him four dollars in Cash. Also 
bought of him 10 lbs. of Codfish at 6 cents a pound, and 2 
gallons of Molasses at 44 cents a gallon. 

Tr, 3. March 4. Bought of him 12 lbs. of Butter at 16 
cents a pound, and 10 lbs. of Cheese at 8 cents a pound. 

Tr, 4. March 24. Bought 8 lbs. of Com Starch at 11 cents 
a poimd ; 2 lbs. of Saleratus at 9 cents a pound ; and 4 lbs. of 
Ginger at 10 cents a pound. 

Tr, 5. April 12. Bought 4 bushels of Potatoes at 42 cents 
a bushel, and 6 dozen Eggs at 10 cents a dozen. Paid him on 
account four dollars in Cash. 

Tr, 6. May 1. Bought of him one Ham, weighing 18 lbs.. 



Wby are examples for practice introduced into this work ? [See page 54 for answers 
to these questions.] Of what does each example consist, and how should it be treated? 
How may you know whether the computations are correctly made, and the tvansactiona 
rightly entered? Of what does the first example in the second form of account! 
consist? 
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at 9 cents a pound, and 14 lbs. of Com Meal at one cent 
a pound. 

TV. 7. June 10. Bought 12 lbs. of Rice at 6 cents a pound. 

Tr, 8. July 2. Bought one-half bushel of Potatoes at 50 
cents a bushel, and 10 lbs. of Mackerel at 9 cents a pound. 

Tr, 9. Aug. 1. Settled and paid the balance due him in 
Cash. Howmuch was it? • ^7i«. 17.62. 

EXAMPLE U. 

This example consists of a series of transactions with Henry 
Ingalls, who keeps a boot and shoe and furnishing store. 

Transaction 1. Jan 4, 1850. Have drawn him 8 cords of 
Hickory, for which he is to allow me one dollar and 50 cents a 
cord. Have also bought of him one pair of Kip Boots for 4 
doUars ; 3 pair of Children's Gaiters at 60 cents a pair ; and 2 
pair of Boys' Suspenders at 14 cents a pair. 

Tr, 2. April 10. Bought three pair of Children's Gloves 
at fifteen cents a pair. 

Tr, 3. April 14. Bought four Linen Handkerchiefs at sixty 
cents each, and two pair of Misses' Gaiters for one doUar and 
twenty-five cents each. 

Tr. 4. May 6. Bought one Leghorn Hat for one dolleur 
and fifty cents, and 2 Palm Leaf Hats for 30 cents each. 

Tr, 5. May 20. Sold him 80 lbs. of Wool for 40 cents a 
pound, and settled the account, he paying the balance due in 
Cash. What was the amount paid by him to balance the 
account ? Am, 130.47. 

EXAMPLE UI. 

This example consists of a series of transactions with John 
Adams, a hardware merchant. 



Of irtiat doM the second example coDtrist ? Of Tvhat the third T 
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Transo/ction 1. Jan. 10, 1851. Bought of him 2 Axes at one 
dollar and 25 cents each, and 3 Ax Helves at 20 cents each. 

Tr, 2. April 4. Bought of him three Shanked Hoes at 65 
cents each, and one Hoe with welded eye for 44 cents. 

Tr, 3. June 10. Bought 3 Scythes at eighty-eight cents 
each, and 2 Scythe Snaths at seventy-five cents each. 

Tr. 4. June 20. Bought a Log Chain weighing 20 lbs., at 
10 cents a pound, and one Bush Scythe for one dollar. 

Tr. 5, July 2. Bought one Grain Cradle for three dollars, 
and two Hay Bakes for fifteen cents each. 

Tr, 6. Sept. 10. Settled and paid the amount due him in 
Cash. How much was it? Ans, $15.93. 

EXAMPLE rv. 

This example consists of a Tobacco Account for the period of 
twelve years. The person whose account is here presented 
uses three Cigars a day, that cost him three cents a piece, and 
pays for Tobacco in other forms, for smoking and chewing, four 
dollars and fifty-nine cents a year. This is a low estimate of 
the expanses of an habitual smoker and chewer of Tobacco ; 
thousands of person^ that support these habits pay on their 
account twice or thrice the amount here stated. What is the 
pecuniary expense sustained on their account in twelve years, 
allowing interest on the amoimt invested at 7 per cent, with 
annual settlements ? 

The transactions, which we will suppose commenced with the 
beginning of the year 1821, will be as follows : 

Transaction 1. 1821. At the end of the year there should 
be entered on the Dr. side of the account the amount expended 
for Tobacco for one year. 

Tr, 2. 1822. At the end of this year there should be 

Of what does the fourth example consist ? What amount of Cigars and Tobacco does 
Uie person whose account is here presented use ? Is this a high estimate ? 
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entered on the same side of the account, first the mterest* on 
the amount expended for the preceding year, and then the 
amount expended for the last year. 

Tr» 3. 1823. At the end of this year there should be 
entered, first the interest on the amount expended for the tw^ 
preceding years, (the interest on the sum expended the first 
year being considered a part of said amount,) and then the 
amount expended for the last year. 

Tr. 4. 1824. There should be entered, first the mterest 
on the amount expended for the three preceding years, (the 
interests that have accrued being considered a part of said 
amount,) and then the amount expended for the last year. 

Tr. 5. 1825. There should be entered, first the interest on 
the amount expended for all the preceding years, (the interests 
that have accrued being considered a part of said amount,) and 
then the amoimt expended for the last year. 

[These transactions sufiiciently elucidate the principle upon 
which the remaining seven transactions should be entered, the 
last of which will be as follows :] 

Tr, 12. 1832. There should be entered, first the interest 
on the amount expended for the eleven preceding years, (the 
interests that have accrued being considered a part of said 
amount,) and then the amount expended for the last year. 
Finally, the account should be closed by entering on the Cr. 
side the necessary amount to balance. What will be the expense 
of these two habits in twelve years, as deduced from these 
transactions? Ans, $669.75. 

EXAMPLE y. 

This example consists of a continuation of the Tobacco Ac- 

* In oomputiiig interest, if the mflls and decimaLs amount to more than half a eejO^ 
count them as a cent ; if they amount to less tkan half a cent, omit them entirely. 



What is the expense incurred by an indiyidual on account d smoking and ebewing 
according to this estimate in twelve yean ? 
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count introduced in the last example. That account was for the 
period of twelve years. This example brings the account down 
eleven yeai-s further, making twenty-three years in all. It will 
require twelve transactions, of which the first two and the last 
are here given. 

Transaction 1. 1832. There shoidd be entered the amount 
expended for the first twelve years, as shown by the preceding 
example. [The first entry is neither more nor less, practically, 
than the amount to balance the preceding account brought 
forward.] 

Tr, 2. 1833. There should be entered, first the mterest on 
the amount expended for the twelve preceding years, and then 
the amount expended for the last year, 

Tr, 12. 1843. This transaction should be entered on the 
principle stated in the twelfth transaction of the last example. 
[The principle upon which the intervening transactions should 
be entered has been sufiiciently elucidated.] What will be the 
expense of smoking and chewing, as stated in the fourth ex- 
ample, for the period of twenty-three years ? 

An$. $2000.65. 

EXAMPLE VI. 

This example consists of a continuation of the Tobacco Ac- 
count embraced in the two preceding examples. In those two 
examples taken together, the account is exhibited for twenty- 
three years ; in this it is brought down eleven years further, 
making thirty-four years i6 all. It will require the same munbcr 
of transactions as the last example. These will commence with 
the year 1843, and end with the year 1854. 

What win be the expense of smoMng and chewing, as stated 
in the fourth example, for the period of thirty-four years? 

Ans. $4802.01. 



What the expenae in twenty-three years? What in thirty-four years? 
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EXAMPLE yn. 

This example consists of the Cash Account of an individual who 
is employed at a salary of five hundred dollars a year. In the 
11th and 19th transactions the articles purchased are not speci- 
fied ; but there is reference to a Memorandum-book in which 
they are supposed to be entered. 

Transaction 1. Jan. 1, 1850. The individual debits Cash 
with the amount of Cash on hand at the beginning of the year, 
which is twenty-five dollars and fifty cents. 

Tr, 2. Jan. 29. Paid four weeks' board at 2 dollars a week 

2V. 3. Feb. 27. Paid four weeks' board at 2 dollars a week. 

Tr. 4 . March 2 5. Paid four weeks' board at 2 dollars a week. 

Tr, 5. Apiil 1. Received one quarter's salary. 

Tr. 6. April 10. Paid 30 dollars for a suit of clothes. 

Tr. 7. April 24. Paid four weeks' board at 2 dollars a 
week. Also paid the same day 4 dollars for one silk hat. 

Tr. 8. May 3. Psdd a missionary subscription of 15 dollars. 

Tr. 9. May 10. Paid ten dollars for the support of the 
ministry for the current year. 

Tr. 10. May 23. Paid four weeks' board at 2 dollars a week. 

Tr. 11. June 1. Paid for sundries, as per memorandum, 
four dollars and fifty-six cents. 

Tr. 12. July 4. Paid anniversary expenses, amotmting in 
all to lour dollars and fifty-seven cents. 

Tr. 13. July 22. Paid 8 weeks' board at 2 dolkrs a week. 

Tr. 14. Aug. 15. Received one and one half quarter's salary. 

TV. 15. Aug. 25. Bought a dress and sundry small articles 
for sister, amoimting in all to twelve dollars and fifty cents. 

Tr. 16. Oct. 1. Received one half quarter's salary. 

Tr. 17. Oct. 10. Pad 14 doUars for a cow for my mother. 

Tr. 18, Oct. 22. Paid 13 weeks' board at 2 dollars a week. 



Of what does the seTenth example condstT 
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Tr, 19. Nov. 10. Bought sundries as per memorandum^ 
amounting to seven dollars and seventy-five cents. 

Tr, 20. • Dec. 31. Paid 11 weeks* board at 2 dollars a week 
Received one quarter's salary. What amount of Cash on hand ^ 

Ans. $319.12. 



EXAMPLE VIII. 

This example exhibits a Wine-bibber's Account for the period 
of twelve years. It embraces the amount paid for Wine, Cigars, 
etc., and occasionally a moderate expenditure for a social repast, 
including supper, cards, and sundry kindred disbursements. 
The expense is estimated at one dollar a day, which a reformed 
man (who has had twenty years' experience, during which time 
he squandered an immense patrimony) informs me is a very low 
estimate of the expenses attendant upon fashionable tippling. 
Interest is to be computed as in the Tobacco Accoimt exhibited 
in the fourth example, and the transactions are to be entered 
according to the principles there stated. The Wine-bibber's 
Account may be supposed to commence with the year 1828. 
What will it amount to in twelve years ending with the 
year 1839 ? Am. 16520.29. 

EXAMPLE IX. 

This example consists of a contmuation^ of the Wme-bibber's 
Account introduced in the last example. That account was for 
the period of twelve years. This example brings the account 
down eleven years further, making twenty-three years in all. 
This example, like the fifth, will embrace twelve transactions. 
These commence with the year 1839, and include the year 1850. 
What will the Wine-bibber's Accoimt amount to in twenty- 
three years ? Ans. 119,504.22. 

What does the eighth example exhibit? What does it embrace? What ia the 
expense estimated at per day? Is this a high estimate for fashionable tippling? 
What will the account amount to in twelve years? What in twenty-three yean? 
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SXAMFLB X. 

This example consists of a continiiation of the Wine-bibber's 
\ccount embraced in the two preceding examples. In those 
two examples taken togethio*, the accoimt is exhibited for 
twenty-three years ; in this it is carried forward eleven years 
further, making thirty-four years in all. It will require the 
same number of transactions as the last example. These will 
commence with the year 1850 and end with the year 1861. 
What will the Wme-bibber's Account amount to m thirty-four 
years ? Ans. $46,814.55. 

EXAMPLE XI. 

This example consists of a series of transactions with Otho H. 
Hudson, a hardware merchant. 

Transaction 1. Jan. 3, 1851'. Bought of him 2 Nail-ham- 
mers at 50 cents each ; one Cast-steel do. at one dollar; 2 Hand- 
saws at 2 dollars each ; one large backed Saw for 2 dollars; and 
one small do. for one dollar and 25 cents. 

Tr. 2. Feb. 1. Bought 2 Jack-planes and 2 Fore-planes at 
one dollar and 25 cents each, and 2 Long Jomters at one dollar 
and 50 cents each. 

Tr. 3. Feb. 10. Bought one pr. of Match-planes, 1^ in., 
for two dollars ; 2 pr. do. do., 1^ in., for 2 dollars and 25 cents 
a pair ; and 2 Smoothing-planes for one dollar each. Paid 8 
dollars on account. 

Tr. 4. March 20. Bought one 7-foot Cross-cut Saw at 
63. cents a foot, and one ^-foot Mill Saw at 94 cents a foot. 
Settled and paid the balance due in Cash. How much was it? 

Ans, $28.74. 



What wD] the aooouot amount to In thirty-ftmr yeanT 
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EXAMPLE Xn. 

This example is a continuation of the account with Otho 
H. Hudson. 

Transaction 1. April 1, 1851. Bought 2 Bed-cords at 25 
cents each ; one Dinner-beU at one dollar ; one Clothes-brush 
at 50 cents; one Nail do. at 31 cents; and 2 Tooth do. at 20 
cents each. 

Tr, 2. May 10. Bought one Strainer Milk-pail for 60 
cents ; 3 Milk-pans at 20 cents each ; and 1 Wire Sieve for 44 
cents. Settled and paid the amount due on the account How 
much was it ? Ana, $4.35. 

EXAMPLE XIII. 

This example consists of a Sheep and Wool Account. I give 
it as furnished me by a worthy citizen who kept the Sheep. 
The transactions, although numerous, may be arranged under 
two dates. 

Transaction 1. June, 1850. Have thirty Sheep, chiefly 
Lambs, valued at one dollar and 25 cents each. 

Tr, 2. June, 1851. The Sheep were kept a portion of the 
year on a siunmer-fallow, where they were rather useful to the 
fallow than expensive, and the remainder of the year on the 
common. The pasturing and care may be considered worth 4 
dollars and 80 cents for the year. They were not foddered at 
all ; but during the winter they were fed half a bushel of oats a 
day for 60 days, oats being worth 25 cents a bushel. The 
expense of washing and shearing was 4 cents a head. The 
marketing was worth 50 cents. Had the sheep been sold a 
year ago, the money would have drawn 10 per cent, interest. 
Kept 1 lbs. of Wool, worth 40 cents a pound, for family use. 
Sold 103 lbs. for 40 cents a pound. The 30 old Sheep are 

Of what does the 13th example consist? Is it a real example or a flctitioas onoT 
What were the profits on thirty Sheep for one year? How much is this a head ? 
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worth 1 dollar and 50 cents each. Have raised 27 Lambs 
from them, worth one dollar and 25 cents each. What have 
been the profits on 30 Sheep for one year? Ans. $67.50. 

EXAMPLE ziv. 

This example is an accomit with O. D. Morgan, a grocer. 

Transaction 1. Jan. 25, 1851. Bought of him 10^ lbs. of 
Brown Sugar at 10 cents a pound; 12 lbs. of Butter at 14 
cents ; and 4 busheb of Potatoes at 40 cents a bushel. 

Tr, 2. Feb. 20. Bought 8 lbs. of Bice at 6 cents a pound, 
and 12 lbs. of Com Starch at 12^ cents a pound. 

Tr, 3. May 2. Bought 8 lbs. of Codfish at 6 cents a pound. 
Settled, and paid the amount due in Cash. How much money 
did he receive ?* Ans. $6.79. 

THIRD FORM OF ACCOUNTS 

In the Third Form of Accounts there are two principal books — 
the Day-book and the Ledger. This form of accoimts is some- 
times called the Merchants' Form. 

The Day-book is a book in which all the debit and credit 
transactions of the day are entered at the time and in the order 
of their occurrence, whether with one or many persons. It is 
ruled like the Ledger in the first form of accounts, with but one 
exception : in the Ledger there are Jive spaces, the two at the 
left being occupied for the month and the day of the month ; 
while in the Day-book there are but four spaces. The date in 
the Day-book is kept in the middle of the page, and the left- 
hand space is used for entering the folio of the Ledger into 
which the entry is posted. 

* For the mode of proTiding additional examples, see note on the 66th page. 

How many principle books are used in the third form of accounts ? What are they ? 
What is this form sometimes called? What is the Day-book? How is it ruled ? Where 
b the date kept ? For what is the loftrhand space used ? How may additional examplei 
for practice be prepared ? [See the note.] 
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In the Third Form of Accounts, when several articles are sold 
to the same person at one time, (or bought of him, as the case 
may be,) it is best only to short extend the particular simis, or 
to enter them without the money columns, and ihenfull extend 
the amount of the whole, entering the same within the money 
colmnns. By this means the number of entries necessary to be 
made in the Ledger will be. considerably diminished, and the 
account can hence be exhibited in much less space than would 
be otherwise required. Before any such amount is full extended, 
it will be weU, in order to avoid mistakes, for the book-keeper 
always carefully to review the entries, with a pen or pencil in 
hand, affixing to those that have been so examined a sign 
(thus \/) to show that the work has been reviewed. When 
thus tested, the amount may be full extended. In this form of 
accounts, as the price per yard, pound, etc., and the partial 
amounts as short extended are both without the money columns, 
it is customary to use the counting-room a^ (®) in connection 
with the price. 

The Ledger is a book to which the entries recorded in the 
Day-book are transferred, and so arranged as to present the 
account with each person on a folio by itself. It is ruled as 
follows. The pages are divided by double perpendicular lines 
into two equal parts, each of which is ruled like the Ledger in 
the first form of accounts, with this exception: there is an addi- 
tional space at the left of the money columns in which is 
entered the page of the Day-book from which the entry & 
posted. This done, place two parallel Imes (thus / ) opposite 
the account in the Day-book to show that it has been posted. 
The amount only of the articles purchased at any one time is 

When should the items of an account be short extended? What adyantage la 
derived from full extending the amount only of the articles bought or sold at one time ? 
What is said in relation to reyiewing the entries before the amount is fuU extended? 
What is said of the counting-room at (@) used in the third form of accounts? What 
Is the Ledger? How is it ruled? What is the use of the additional space? What 
do the parallel lines placed opposite the account in the Day-book show? In postin^b 
what only is carried to the Ledger? 

4« 81 



GENERAL BOOK-KSEFINO. 



carried to the Ledger. The debit entry, "To Day-book, 21, 
1.69," which is the first in the following Ledger in the account 
with H. M. Roberts, is elliptical, (see p. 94.) Supply the 
ellipses and the entry will stand thus : " To the amount of the 
articles entered in the Day-book on the 21st page, |1.69." The 
same remark applies to all Ledger entries. Instructions are 
sometimes given to enter in the Ledger "To Merchandise" or 
" By Merchandise," " Sundries," " Groceries," " Goods," " Cash," 
" Note," " Order," etc., etc., as the case may chance to be. But 
as such entries give the Ledger an incongruous appearance, and 
are at best unsatisfactory ; and as in case the account is ques- 
tioned it becomes necessary in the settlement to refer to the 
ori^nal entries in the Day-book, it is thought the propriety of 
uniformly adopting the mode here recommended cannot fail to 
be apparent. 

Moreover, to avoid the customary inconvenience in text- 
books of turning the book around in order to eidiibit the Ledger 
accounts, which is both unnatural and awkward, and the scarcely 
less objectionable method of exhibiting the Dr. and Or. entries 
on different pages, which is rarely if ever practiced in this form 
of accounts, it has been foimd necessary to diminish the third 
space in the Ledger, and to use the letter ^ instead of the 
whole word. Day-book But in doing this, while we really 
sacrifice nothing, we gain much ; for we exhibit to the learner the 
exact form in which accounts are usually kept. Indeed, many of 
our best accountants omit this space entirely. It wiU be seen, 
then, that the middle course has been adopted in this treatise. 

Posting Books is transferring the accounts of various per- 
sons from the Day-book, through which they are scattered, to 
the Ledger, and arranging each on a folio by itself, with the 



It the entry, ** To Day-book," elliptical ? How will it atand with the ellipsea SQppUed T 
It the same tnie of all Ledger entries ? What does the letter ^T in the third space in 
the Ledger stand for ? Why has this abridgment been made ? What ii sacrificed, and 
what gained by it T What is Posting Books? 
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proper reference figures in the Day-book to show the folio of 
the Ledger into which each entry is posted, and with corre- 
sponding reference figures in the Ledger to show the page of the 
Day-book from which each entry is posted. This is done as 
follows: Take the Day-book and turn to the first unposted 
entry, and by means of the Index find the Ledger account to 
which it belongs, if such an account has been opened. If no 
such account has been opened in the Ledger, write the proper title 
in the Index, opposite which place the foho of the Ledger that is 
to be devoted to the account, and then, having entered its title, 
proceed with the posting. Entries may be posted from the Cash- 
book directly into the Ledger, the same as from the Day-book. 

If at any time it is ascertained that a transaction has not been 
recorded in its proper place, and under its appropriate date, the 
entry should be immediately made, with the proper explanation. 
In the First and Second Forms of Account, the first entry of an 
account will of course be made in the Ledger, as that is the 
only book used ; but in the Third Form of Accounts the original 
entry should in all cases be made in the Day-book, from which 
it must be posted into the Ledger. 

Should an entry at any time, by accident or carelessness, be 
made in the wrong side of aij. account, it should not be erased ; 
but the same amount should be entered on the opposite side of 
the account, " To Error," or " By Error," as the case may be. 
It is apparent that the only effect of this last entry will be to 
counteract the mistake ; this done, the correct entry should be 
made. In case a transaction is entered to the wrong account, 
the correction is made in a similar manner ; but too great pains 



How is this done? If at any time it is ascertained that a transaction has not been 
recorded in its proper place, and under its appropriate date, what should be done? 
Where ia the first entry of an account made in the first and second forms of account ? 
Whsre in the third form of accounts ? In case a transaction is entered on the wrong side 
of an acQpunt, should the entry be erased ? What should be done ? What will be the 
efl^ct of this entry ? Should the correct entry then be made ? In case a transaction is 
entered to the wrong account, how is the correction made ? Can too great pains b« 
taken to make the original entries correct? 
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cannot be taken to make the ori^al entries correct. It should 
be the aim and pride of the bdbk-keeper never to make a mistake 
in the entry of his accounts. 

It has been akeady remarked, (page 19th,) that when a person 
has several Ledgers, they should be designated by the letters of 
the alphabet, thus : Ledger A ; Ledger B ; etc. Day-books 
should be lettered in the same manner ; and the first entry that 
is posted from a new Day-book into the Ledger should show in 
the Ledger the Day-book from which it is posted. For example, 
if you commence Day-book A, and Ledger A, at the same time, 
the Day-book may be filled when the Ledger is not more than 
one-fourth full. In this case the first entry that is posted from 
Day-book B into Ledger A should be entered thus : To or By 
(as the case may be) Day-book B,p. 1. 

When one Ledger is filled and a new one is opened, any un- 
settled accounts may be carried to the new Ledger in the same 
manner that an account is carried from one folio to another, for 
which see the account with H. Van Allen in the First Form of 
Accounts. The following account commences with the 21st 
page of the Day-book, and the 33d page of the Ledger. We 
will call the former. Day-book F ; and as we have already used 
three Ledgers, we will call the latter. Ledger D. It will be 
seen that the accounts with different persons in the following 
Day-book, and the Dr. and Cr. entries to the same account, 
where they occur, are separated by a horizontal line. To render 
the accoimts more distinct, as well as to improve the appearance 
of the page, it is customary to use red ink in drawing these lines. 



What shonld be the aim and pride of the book-keeper ? When several Daj^books 
and Ledgers are used by the same person, how are they designated? When you 
commence to post from a new Day-book, what should the first entry show ? Give an 
example. When one Ledger is filled and a new one opened, what shonld be done 
with unsettled accounts? At what pages, and with what books, does the following 
account commence ? How are dilferent accounts separated in the Day-book ? 
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EXAMPLES FOR PRACTICE. 

THIRD FORM OF ACOOUKTS. 

In the First and Second Fonns of Account each example 
consists of several transactions with the same individual. See 
pp. 54th and 66th. But in the Third Form of Accounts the 
transactions of the day are intermingled, hemg entered in the 
Day-book at the time and in the order of their occurrence. 

The following examples consist of a series of transactions with 
twenty-five persons. These should be entered in the Day-book 
prepared to accompany this volume, after the manner of those 
ah-eady given in this Form, commencing at the 85th page. This 
done, they should be posted into the Ledger as those were, 
according to the instructions ^ven at the 82d page. These 
transactions, which commence with the month of June, 1851, 
continue three months. But after the first month, with a very 
few exceptions, there is a settlement of at least one account 
eveiy day. For the convenience of teachers in examining the 
work of their pupils, these examples are entered in the Day-book 
and posted into the Ledger, in the Key ; but the learner should 
consult this for the purpose of instruction as rarely as may be. 

Monday t June 2d, 1851. 

Transotetion 1. Sold Lra Allen 2 pr. of buskins, at $1.25 a 
pr. ; 1 pr. of gloves, for 56 c. ; If yds. Imen edging, a^ 20 c, a 
yd. ; and 4 whalebones, at 3 c. each. 

Tr. 2. Sold Reu Corbett 2 yds. of colored cambric, at 
lie; 5 yds. linen drill, at 41 c. ; 2^ yds. check cambric, at 

In the Flrat and Seoond Forms of Aooonnt, of what does each example consist ? In 
fhe Tbiid Fonn of Accounts, how are the transactions of the day recorded ? Of what 
do the examples for practice in this form of accounts consist? What instructions are 
given fbr entering these transactions in the Day-book and Ledger? Wl!h what month 
do these transactions commence, and how long do they continue? When do thm 
settlementa take place ? For what purpose are these examples solved in the Key T 
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50 c. ; 1 pr. white cotton hose, at 50 c. ; and three pr. white 
cot hose, at 25 c. 

Tr, 3. Received of William Loomis 45 Ihs. of wool, at 40 c.^ 
and 10 lbs. of butter, at 11 c. Sold him 8 yds. of calico, at 
28 c. ; 6 yds. of bleached muslin, at 25 c.; 1 card of shirt but- 
tons, at 22 c.; one vest pattern, at 88 c.; and 1^ yds. Irish 
linen, at $1.00. 

Tr, 4. Sold John Benson 4^ yds. of gmgham, at 80 c, and 
one parasol, at $1.50. 

Tuesday, June 3d, 1851. 

Sold Job Estabrook 16 yds. hYk silk, at $1.10 a yard; 3 
yds. of muslm, at 11 c. ; 4 skeins of silk, at 5 c. ; and 2 lbs. of 
black tea, at ?5 c. 

Wednesday, June ^th, 1851. 

Tr. 1. Sold Samuel H. Morris 2 bbls. of salt, at $1.25 ; 3 
yds. of linen check, at 50 c.; and 1 pr. suspenders, at 37 c. 
Received of him 18 lbs. of wool, at 40 c. ; and 2 doz. eggs, at 8 c. 

Tr. 2. Sold John W. Thomson one piece of balzanne con- 
taming 11|^ yds., at 76 c.; one parasol, at $1.75; and one pr. 
of morocco shoes, at $1.50. 



Thursday, June 5 th, 1851. 

Sold Ira Allen 1| yds. linen drill, at 44 c. ; If yds. of cotton- 
ade, at*25 c. ; 1^ yds. of linen, at 25 c. ; 2 pr. of kid buskins, 
at $1.25; 1 pr. of gloves, at 75 c; and 1 yd. of white flannel, 
at 56 c. 

Friday, June ^th, 1851. 

Sold Ben Corbett 1 pr. of kid buskms, at $1.25; 1 pr. dt 
child's shoes, at 63 c. ; 1 pr. leather slips, at 75 c. ; 3 yds. black 
cambric, at 11 c; 2 linen handkerchiefs, at 35 c.; and 2 other 
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linen hdkfs., at 50 c. Received of him 18 lbs. of wool, at 40 c., 
and 10 bush, of oats, at 25 c. 

Saturday, June Itk, 1851. 

Sold William Loomis 2 lbs. of Java coffee, at 13 c. ; 2 lbs. cl 
black tea, at 70 c. ; 2 lbs. of ginger, at 15 c.; 3 lbs. com starch, 
at 12 c. ; 1 clothes brush, at 88 c. ; and 2 gallons of molasses, 
at 56 c. 

Monday, June 9tk, 1851. 

Sold Henry R. Thomas 8 lbs. of brown sugar, at 10 c. ; 4 oz. 
of indigo, at 10 c; 1 back-comb, at 25 c.; 2 lbs. of candles, 
at 14 c. ; 2 pr. of suspenders, at 25 c. ; and 2 pr. of cotton 
hose, at 30 c. 

Tuesday, June lOtk, 1851. 

Tr, 1. Received of John Benson 40 lbs. of wool, at 35 c, 
and 4 lbs. of butter, at 10 c. Sold him 4 yds. qf white cambric, 
at 25 c; 3 yds. of bleached drill, at 12 c; and 2 silk hdkfs., 
at 50 c. 

Tr. 2. Sold Job Estabrook 1 pr. of bl'k worsted hose, at 
56 c. ; 1 pr. gambroon buskins, at $1.25 ; 1 Tuscan bonnet, at 
$4.00 ; 1 card of hooks and eyes, at 8 c.; and 6 whalebones, 
at 3 c. 

Thursday, June 12tk, 1851. 

Sold Samuel H. Morris 30| yds. of brown sheeting, at 10 c. ; 
7 yds. of alpacca, at 80 c.; 1 Jenny Lind braid bonnet, at 
$2.00 ; 3 yds. of gimp cord, at 4 c. ; and 2 papers of needles, 
at 10 c. 

Friday, June IBth, 1851. 

Sold John W. Thomson 2^ yds. of gambroon, at 44 o. ; 1 
bunch of Imen thread, at 20 c. ; and 2 skeins of silk, at 5 o. 
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Monday, June \Qth, 1851. 

Sold George H. Brewster 2 yds. of gingliain, at 31c.; 4 
yds. of ribbon, at 4 c. ; 3 pr. of cotton hose, at 50 c. ; 1 pr. of 
kid buskins, at $1.50 ; and 1 pr. of \ hose, at 28 c. 

Tuesday y June l*Jih, 1851. 

Sold William Eldred 6 yds. of brown linen, at 31 c; Y yds. 
of checked linen, at 50 c. ; } doz. buttons, at 6 c. ; 2 spools of 
thread, at 3 c. ; and paid his order for $7.28. 

Wednesday, June ISth, 1851. 

Paid Lyman Marsh's order for $4.00 ; sold him 5 lbs. of Java 
coffee, at 15 c. ; 10 lbs. sugar, at 10 c. ; 1 lb. of pepper, at 19 c ; 
4 lbs. com starch, at 12 c. ; and 2 lbs. of saleratuis, at 8 c. 

Thursday, June 19th, 1851. 

Sold Ira Allen 1 ladies' cravat, for 25 c. ; 31 yds. of shirtings 
at 10 c. ; and 2 doz. shirt buttons, at 6 c. 

Friday, June 20th, 1851. 

Sold Reu Corbett 3 galls, of molasses, at 56 c.; 1 tweed 
coat, for $10.00 ; 4 lbs. crushed sugar, at 13 c. ; and 2 galls, of 
lamp-oil, at 88 c. 

Saturday, June 21st, 1851. 

Tr. 1. Sold William Loomis 2 scythe-stones, at 10 c; Ij 
yds. of satin jean, at 16c.; 6 yds. of blea. muslin, at 9 c. ; 2 
spools of thread, at 6 c. ; and 2 pr. of silk gloves, at 50 c. 

Tr. 2. Sold Henry R. Thomas 1 umbrella, for $1.63; 1 
parasol, for $1.75; 14 lbs. crushed sugar, at 12^ c; 1 shoe- 
brush, for 25 c. ; and 1 box of blacking, for 10 c. 

Monday, June 22d, 1851. 
Received of Job Estabrook 57^ lbs. of wool, at 30 c. a lb. 
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Sold him one land side for plow, for $1.00 ; 2 scythe-stones, at 
10 c. ; and 2 quires of letter-paper, at 25 c. 

Tuesday, June 24:th, 1851. 

Tr, 1. Received of Ira Allen 14 lbs. of wool, at 40 c, and 
five dollars in cash. Sold him 7 yds. of blue calico, at 16 c; 
6 yds. of Franklin drill, at 25 c. ; and 1 De Laine shawl, for $3.75. 

Tr. 2. Received of Reu Corbett 10 lbs. of butter, at 8 c • 
5} doz. eggs, at 8 c. ; and one dollar in cash. 

Wednesday, June 25th, 1851. 

Tr. 1. Received of William Loomis 7 doz. eggs, at 8 c., 
and 23^ lbs. of butter, at 10 c. 

Tr. 2. Sold Henry R. Thomas 1 remnant of edging for 
25 c. ; ^ lb. of cotton yam, at 31c.; 1 gallon of molasses, for 
50 c. ; 3 yds. of pink ribbon, at 6 c. ; 7^ lbs. of codfish, at 6 c. ; 
and 2 papers of needles, at 9 c. Received of him $4.00 in 
cash. 

Tr. 3. Sold John Benson 6 lbs. of sugar, at 10 c. ; 2 lbs. 
of black tea, at 75 c.; 2 lbs. of pepper, at 19 c.; 4 whalebones, 
at 4 c. ; and 4 pr. of cotton ^ hose, at 25 c. 

Thursday, June 26th, 1851. 

Tr. 1. Sold Job Estabrook 2 brooms, at 15 c. ; 7 yds. of 
checked gingham, at 22 c. ; If yds. of blue drill, at 16 c. ; and 
deUvered to Miss Kelley on his order $7.30 in goods, as per bill 
rendered. 

Tr. 2. Received of Samuel H. Morris 26 J lbs. of wool, at 
40 c, and 4 bushels of potatoes, at 35 c. 

Tr. 3. Sold to John W. Thomson 10 yds. of calico, at 31 c. ; 
4 yds. of diaper, at 13 c.; 2 pr. of bl'k cotton gloves, at 31 c. ; 
3 pr. of white cotton hose, at 25 c. ; 4 spools of cotton thread, 
at 6 c. ; 2 pr. of side-combs, at 14 c. ; and 2 pr. of thick-soled 
buskins, at $1.50. 
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Friday, Jwne 2lth, 1851. 

Tr, 1. George H. Brewster exchanged a piece of ^gham 
previously purchased, for another worth 66 c. more ; bought 3 
yds. of blue drill, at 16 c. ; 3 J yds. of cambric, at 10 c. ; 60 
lbs. of brown sugar, at 9 c. ; and 3 galls, of molasses, at 56 c. 
Received of him 15 lbs. of wool, at 35 c. 

Tr, 2. Sold William Eldred 1 set of coffee-cups, for $1.00 ; 
1 pr. of gent's gaiters, for $2.25 ; and 6 yds. of stair carpet, at 
15 c. Received his accepted order on Stewart <fe Co., payable 
the 10th of July, for $25.00, and 18 lbs. of wool, at 30 c. 

Saturday, June 2Sth, 1851. 

Received of Lyman Marsh 49^ lbs. of wool, at 40 c. Sold 
him 2 back-combs, at 25 c. ; 2 yds. of lace, at 40 c. ; 5 yds. of 
cap ribbon, at 10 c. ; 6 yds. of hnen, at 37^ c. ; and a remnant 
of lawn, for $1.00. 



Monday, June BOth, 1851. 

Tr. 1. Sold Datus C. Brooks 1 box of blacMng, for 6 c. ; 1 
brush, for 20 c. ; 1 pr. of suspenders, for 38c.; 1 pr. of linen 
gloves, for 44 c. ; 4 skeins of silk, at 5 c. ; 2 doz. skeins of thread, 
at 8 c. ; 1 piece of sheeting, containing 41 yds., at 11 c. ; and 10 
yds. of blue drill, at 12^ c. Received of him $5.00 in cash, on 
account. 

Tr, 2. Sold John C. Goodale 3 yds. of light cassimere, at 
$1.75; trnnmings, for 32 c.; and 8 yds. of Russia sheeting, 
:it37ic. 

Tr, 3. Sold Isaac Newton 3 yds. of stripe kersey, at 22 c. ; 
^ lb. of black te», at 75 c. ; and 2| lbs. of sugar, at 10 c. 

Tr, 4. Sold Otis B. Waters 10^ yds. of gingham, at 44 c. ; 
2 bed-cords, at 31 c; and 1 piece of sheeting, contsuning 31^ 
yds., at 10 c. 
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Tuesday, July Ist, 1861. 

Tr, 1. Sold George H. Brewster 3 yds. of Franklin staipe, 
at 25 c.; 14 yds. of sheeting, at 10 c. ; 2 yds. of bleached 
sheeting, at 16c.; 2 doz. shirt buttons, at 6 c.; 1 doz. susp. 
buttons, for 6 c. ; and 4 spools of thread, at 6 c. 

Tr. 2. Sold William Eldred 2 lbs. of raisins, at 12^ c. ; 1^ 
galls, of molasses, at 56 c. ; 2 cards of hooks and eyes, at 6 c. ; 
8 yds. of stripe shirting, at 14 c.; and 4 1|- yds. of sheeting, 
at 10 c. 

Tr. 3. Paid Lyman Marsh's hired girl, on his verbal order, 
$1.25 ; sold him 2 yds. of cap ribbon, at 12^ c. ; and 5 yds. of 
bleached shirting, at 17 c. 

Tr. 4. Sold Datus C. Brooks 1 pail, for 26 c. ; 3 lbs. of 
rope, at 15 c. ; let him have 10 c. to pay postage ; sold him 31 j 
yds. of shirting, at 8 c. ; 1 broom, at 15 c. ; and 1 set of cups 
and saucers, for 25 c. 

Tr. 5. Received of Ira Allen 10 lbs. of butter, at 8 c. ; 4 
doz. eggs, at 7 c. ; §iid cash to balance his account. How much 
cash did he pay ? Ans. $7.02. 

Wednesday, July 2d, 1851. 

Tr. 1. Sold Datus C. Brooks 4 bowls, at 10 c. ; 1 deep dish, 
for 31c.; 2 lbs. of saleratus, at 8 c.; 2 galls, of molasses, at 
5Q c. ; 15^ lbs. of sugar, at 10 c. ; and 1 broom, for 15 c. 

Tr. 2. Sold John C. Goodale 1 pr. of white silk gloves, for 
60 c. ; 4 yds. of edging, at 10 c. ; 9 yds. of bleached shirting, 
at 16 c; i yd. of linen, at 75 c; 2 doz. shirt buttons, at 9e.; 
and 3 spools of thread, at 6 c. 

Tr. 3. Sold Isaac Newton 1 lawn dress pattern, for $4.00 ; 
1^ yds. of blue drill, at 12 c. ; 2 cards of hooks and eyes, at 8 c. ; 
and ^ doz. tumblers, at $1.00. 

Tr. 4. Settled with Reu Corbett, and received the balance 
due from him in cash. How much was it ? Ans. $11.45. 
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Thursday J July Zd, 1851. 

Tr, 1. Sold Otis B. Waters 1 piece of sheeting, containing 
Z^\ yds., at lie; 10^ lbs. of sugar, at 10 c; and 1 lb. of 
Bsleratus, at 8 c. 

Tr, 2. Sold John L. Cady 2 pr. of rubber suspenders, at 
Sic; 2 pocket-kniyes, at 25 c. ; 2 vest patterns, at $1.25 ; and 
trinunings, for 35 c. ; all of which were delivered to his sons. 

Tr, 3. Sold William Loomis 3j lbs. of soap, at 7 c. ; I 
piece of sheeting, containing 35^ yds., at 10 c. ; and 8 bbls. of 
salt, at $1.25. Settled with him, and received cash to balance 
his accoimt. What was the amount of cash ' received on 
settlement? Am. $3.99. 



Monday, July *Ith, 1851. 

Tr. 1. Sold John C. Norton 2 lbs. of coflfee, at 13 c. ; 8 lbs. 
of sugar, at 9^ c. ; and ^ lb. saleratus, at 8 c. 

Tr, 2. Sold William Eldred 3 yds. of factory ^gham, at 
16f c; 1^ doz. button moulds, at 4 c.; 2 skeins of white silk, 
at 4 c. ; 2|- yds. of edging, at 8 c.; and 2 yds. of cap ribbon, 
at 9^ c. 

Tr, 3. Sold James Harper 2 pr. of youths' shoes, at 50 c, 
and one piece of brown muslin, containing 30 yds., at lie. 

Tr, 4. Sold Henry R. Waldron 2 bowls, at 8 c. ; 4 lbs. of 
sugar, at 10 c. ; 2 lbs. of coffee, at 12^ c; 1^ lbs. of saleratus, 
at 8 c. ; and 1 pitcher, for 38 c. 

Tr, 5. Sold Benj. E. Holmes 2 deep dishes, at 19 c. ; 1 set 
of knives and forks, for $1.87; 1 pr. of scissors, for 31 c; 1 
dres^g-oomb, for 13 c. ; 1 back-comb, for 9 c.; 23^ lbs. of cod- 
fish, at 6}c.; and 1 doz. German silver tea-spoons, for $1.75. 

Tr, 6. Received of Henry R. Thomas 15 lbs. of butter, at 
Be; 10 doz. eggs, at 8^c.; and cash to balance his account. 
How much cash did he pay ? Jjis, $3.96. 
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Wednesday, July 9 th, 1851. 

Tr. 1. Sold William Phelps 1 pr. of white silk gloves, fof 
50 c. ; 3 yds. of pink gingham, at 33^ c. ; 10 lbs. of com starch 
at 12j c. ; and 18 lbs. of crushed sugar, at 10 J c. 

Tr. 2. Sold Job C. Pierson If yds. of silk, at $1.00 ; 9 
yds. of calico, at 16f c. ; 2 yds. of bleached drill, at 12^ c. ; and 
paid John James on his verbal order $2.25. 

Tr. 3. Sold John Benson 5 lbs. of sugar, at 10 c. ; 6 doz. 
eggs, at 8 c.; 4 scythe stones, at 10 c. ; 7 J yds. of calico, at 
16 c.; 8 lbs. of crushed sugar, at 15 c. ; 3^ lbs. of saleratus, at 
8 c.; 8f lbs. of cheese, at 7 c. ; and paid the amount remaining 
due in cash. What was the amount of cash paid him ? 

Ans. $0.84; 

Friday, July 11th, 1851. 

Tr. 1. Received of Job Estabrook 8 doz. eggs, at 8 c, and 
10 lbs. of butter, at 9 c. 

Tr. 2. Sold Benj. E. Holmes 1 pr. of gent's gaiter boots, 
for $2.25. Received of him, on account, $2.00 in cash. 

Tr. 3. Sold William Phelps 3 yds. of linen, at 18jc.; 6 
yds. of striped linen, at 31f c. ; 1^ yds. of ribbon, at 10 c. ; and 
a remnant of ribbon, for 4 c. Received on his account $2.00 in 
cash. 

Tr. 4. Received of Job Estabrook $5.00 in cash on his ac- 
coimt, and his note to balance. What was the amoimt named 
in the note ? Ans. $13.03. 

Saturday, July 12 th, 1851. 

Tr. 1. Sold Job C. Pierson 6f yds. of calico, at 16c.; 8 
yds. of brown drilling, at 12^ c. ; 4^ yds. of sheeting, at 10 c. , 
and 1 bonnet, for girl, for 75 c. 

Tr. 2. Sold Andrew Jackson 9 yds. of calico, at 16f c. ; 4} 
yds. of sheeting, at 10 c. ; ^ lb. of black tea, at 75 c. ; and 4 lbs. 
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of rice, at 7 c. Received of him 8 qts. of whortleberries, at 8 c, 
and 2 doz. eggs, at 8 c. 

Tr. 3. Sold John Bansom 6 lbs. of brown sugar, at 10 c. ; 

9 lbs. of crushed sugar, at 15c.; and 6^ yds. of gingham lawn, 
at 30 c. Received of him 10 qts. of whortleberries, at 8 c, and 
6 qts. of strawberries, at 6 c. 

Tr, 4. Sold Samuel H. Morris 3 yds. of Russia sheeting, at 
33} c; 8 lbs. of butter, at 12} c; and paid the balance due 
him on account in cash. How much cash did he receive ? 

Ans. $2.02. 

Monday^ July \Uh, 1851. 

Tr. 1. Paid John Robertson's order for $8.00 to J. Frink ; 
sold him 10 lbs. of brown sugar, at 9 c. ; and 4 lbs. of crushed 
sugar, at 14 c. 

Tr. 2. Sold William Eldred 6 yds. of calico, at 15 c.; 9 
yds. of calico, at 16f c. ; If yds. of check, at 20 c. ; and 1 paper 
of pins, for 12 c. ^ 

Tr. 3. Sold Lyman Marsh 37} lbs. of butter, at 8 c.; 44 
lbs. of sugar, at 9 c. ; and 2 gallons of molasses, at 44 c. Re- 
ceived of him a note against N. O. Olds, for $15.00. 

Tr. 4. Received of John W. Thomson 10 bushels of pota- 
toes, at 25c.; $5.00 in cash, on account; and his note to 
balance, at 3 mos. What was the amount named in the note ? 

Ans. $14.48. 

Friday, July 18^A, 1851. 

Tr. 1. Sold Geoi^e H. Brewster 2 oz. of nutmegs, at 12} c, 
and 14 yds. of Sea Island sheeting, at 14 c. Received of him 

10 lbs. of butter, at 10 c. ; 6 qts. of whortleberries, at 8 c. ; and 
5} qts. of strawberries, at 4 c. 

Tr. 2. Sold William Eldred 20 yds. of bleached sheeting, 
at 18|- c. ; 4} yds. of white flannel, at 56 c. ; 1 pr. of white silk 
gloves, for 50 c. ; and 1 pr. of Lisle thread gloves, for 35 c. 
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Tr. 3. Sold Lyman Marsh 1 yd. of satin yesldng, for $3.00 ; 
\ quire of letter paper, at 25 c. ; 1 box of mustard, for 12c.; 
1 pr. of kip brogans, for $1.25 ; 2 bars of soap, at 12 c; and 
sundry trimmings,* for $2.21. 

Tr, 4. Received of Datus C. Brooks $5.00 in cash, on 
account, and his note to balance. For what amoimt was his 
note given? Ana, $4.59. 

Monday f July 21^/, 1851. 

Tr. 1. Received of John C. Qoodale 18 lbs. of cheese, at 

7 c, and 10 lbs. of butter, at 9 c. Sold him 40 lbs. of sugar, 
at 9 c. ; 4 lbs. of coffee, at 14c.; and 1 coffee-mill, for 44 c. 

Tr. 2. Sold Isaac Newton 1 yd. of black ribbon for hat, for 
16 c. ; 5 yds. of bleached muslin, at 15 c. ; 15 yds. of blea. mus., 
at 20 c. ; -^ lb. of sewing silk, at $10.00 ; 4 lbs. of cotton batting, 
at 10 c. ; 2 doz. shirt buttons, ^t 20 c. ; and 2 doz. horn buttons, 
at 8 c. 

Tr. 3. Received of George H. Brewster 4 bushels of pota- 
toes, at 30 c.; 8 lbs. of butter, at 10 c; and cash to balance 
the account. What was the amount paid in cash ? 

Ans. $7.76. 

Tuesday, July 29<A, 1851. 

Tr. 1. Sold Otis B. Waters 1^ gallons of molasses, at 56 c. ; 
12 lbs. of sugar, at 9^c. ; 6^ lbs. of soap, at 8 c. ; and 10 yds. 
of calico, at 16f c. Received of him 14 bushels of oats, at 25 c. 

Tr. 2. Sold Lyman Marsh 12 yds. of bed-ticking, at 25 c; 

8 yds. of calico, at 12^ c. ; and paid him the balance remaining 
due on account in cash. How much cash did he receive ? 

Ana. $2.03. 

Thursday, July 31«/, 1851. 

Tr. 1. Sold John L. Cady 8 lbs. of codfish, at 6 J c, and 1\ 
yds. of silk serge, at $1.60. 

* See remarki in relatlon to nich charges at the 38th page. 
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Tr. 2. Sold James Harper 2 bbls. of salt, at $1.25 ; 1 bag 
of fine salt, for 40 c. ; 1 straw hat, for 38c.; and 1 yd. of black 
ribbon, for 10 c. Received of him 19^ lbs. of butter, at 10 c, 
and 5 doz. eggs, at 8 c. 

Tr. 3. Sold John C. Norton 11 yds. of ticking, at 25 c., 
and 1 penknife, for 31c. Received of him 1 dry hide, weighing 
21-| lbs., at 5 c, and 10 lbs. of butter, at 9 c. 

Tr. 4. Sold William Eldred 1 piece of sheeting, containing 
37 J yds., at 10 c. 

Tr. 5. Received of John C. Goodale 8 bundles of oat-straw, 
at 3 c, and cash to balance his account How much was paid 
in cash? Ans. $13.85. 

MoTiday^ August 4^A, 1851. 

Tr. 1. Sold Henry Waldron 12 yds. of stripe shirting, at 
12} c. ; 6|- yds. of sheeting, at 9 c. ; 3 spools of thread, at 6 c. ; 
1 doz. pearl buttons, for 10 c. ; and 4 doz. bone buttons, at 4 c. 

Tr. 2. Sold Benj. K Holmes 2 lbs. of black tea, at 75 c, 
and \ lb. of old Hyson do., at $1.00. 

Tr. 3. Sold Andrew Jackson 2 sets of cups and saucers, at 
32|^ c. ; 1 pr. of kip brogans, for $1.25 ; 1 pr. of slips, for 75 c.; 
and 2f yds. of bile cassimere, at $2.00. 

Tuesday, August 5th, 1851. 

Tr. 1. Received of John Robertson, on accoimt, $5.00 in cash. 

Tr. 2. Sold Otis B. Waters 8 yds. of bl'k calico, at 14 c, 
and 20 lbs. of sugar, at 9 c. Received of him, on account, 
$2.00 in cash, and his note to balance. What was the amount 
named in the note ? Ans. $15.32. 

Wednesday, August 6th, 1851. 

Tr. 1. Sold "V^lliam Eldred 9 yds. of gingham, at 37ic.; 
1 yd. of bleached drill, for 12 c. ; 1} yds. of calico, at 10 c. ; and 
I card of hooks and eyes, for 9 c. 
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Tr, 2. Sold John L. Cady 1 gall, of molasses, for 60 c. ; 
i\ lbs. of sugar, at 10 c. ; and 6 qts. of berries, at 4 c. 

Tr, 3. Sold Isaac Newton 6 doz. eggs, at 8 c, and 7 lbs. of 
butter, at 10 c. Settled the account, and received the balance 
due in cash. What was the amount of cash received,? 

Ans, $17.16. 

Friday, Auffust Sth, 1861. 

Tr, 1. Sold Benj. E. Holmes -J bushel of whortleberries, at 
$1.60 ; 1 straw hat, for 37c.; and 1 ribbon for hat, for 10 c. 

Tr, 2. Paid Job C. Pierson's order for $2.00 ; sold hun 1 
bbl. of flour, for $4.60 ; and 6 bbls. of salt, at $1.26. 

Tr, 3. Sold Andrew Jackson 1 pr. of thick boots, (as they 
are,*) for $1.76 ; 1 straw hat, for 38c.; 1 yd. of ribbon, for 
6 c. ; and 2 cards of hooks and eyes, at 9 c. 

Tr, 4. Sold John Kobertson 23 qts. of whortleberries, at 
4 c?; 1 pr. of white cotton hose, for 38 c. ; 1 straw hat, for 12c.; 
6 lbs. of sugar, at 10 c. ; and ^ lb. of com starch, at 12 c. 

Tr, 6. Received of William Eldred 26J lbs. of butter, at 
10 c, and cash to balance his account. How much was paid 
in cash ? Ans, $8.64. 

Saturday, Auguet 9 th, 1861. 

Tr. 1. Sold William Phelps If yds. of blue cloth, at $3.60, 
and 3 skeins of silk and twist, at 6 c. 

Tr, 2. Sold John Ransom 4 lbs. of candles, at lOjc; 4 
boxes of matches, at 4 c. ; and paid two of his orders, one for 
$1.60, and the other for $2.26. 

Tr, 3. Sold James Harper 1 pr. of linen gloves, for 44 c. ; 
1 pr. of suspenders, for 60 c. ; and 12 qts. of whortleberries, at 
4 c. Settled, and received the balance due in cash. What was 
the amount of cash received ? Ans, $6.76. 

*The boots wero damaged, and were sold aa aach. 
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Tuesday f August 12 th, 1851. 

Tr. 1. Sold John C. Norton -J quire of letter paper, at 20 c. 
and 2 lbs. of raisins, at 9 c. 

Tr. 2. Sold Henry R. Waldron 1^ yds. of white flannel, at 
50 c. ; 1} yds. of red flannel, at 44 c. ; 1 set of knitting pins, 
for 8 c. ; and 8 yds. of tow cloth, at 20 c. 

Tr. 3. Sold John Robertson 10 yds. of gingham, at SYJ c, 
and 1 straw hat and ribbon, for 75 c. 

Tr. 4. Sold John C. Norton 1 set of cups and saucers, for 
50 c, and 3^ yds. of bleached muslin, at 20 c. Received the 
balance due on account in cash. What was the amount paid 
in cash ? Ans. |3.61. 

Wednesday, August IS th, 1851. 

Tr. 1. Sold John L. Cady 1 J yds. of blue cloth, at $3.50 ; 
trimmings for pants, for 61c.; and 9f yds. stripe shirting, at 
15 c. Received of him an accepted order on Job Orr, for 
n 0.00. 

Tr. 2. Sold Benj. E. Holmes 1 bbl. of salt, for $1.25, and 
sundries for Susan, per verbal order, amounting to 37 c. 

Tr. 3. Sold Job C. Pierson 1 wood pail, for 25 c. ; 10^ lbs. 
of sugar, at 10 c; 6 lbs. of coflfee, at 12^ c; and 7 lbs. of 
candles, at 12^ c. 

Tr. 4. Sold Andrew Jackson 2 lbs. of saleratus, at 8 c, and 
8 lbs. of crushed sugar, at 15 c. Settled, and received the 
balance in cash. What was the amount of cash paid on set- 
tlement ? Ans. $13.69. 

Thursday, August lA:th, 1851. 

Tr. 1. Sold John Ransom 2^ yds. black cassimerc, at $1.56, 
Knd trimmings for pants, for 44 c. 

Tr. 2. Sold John Robertson 1 pocket-knife, for 50 c, and 
\ lb. of starch, at 12 c. 
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Tt. 3. Sold Williain Phelps 1 doz. blue plates, for $1.00, 
and 2 sets of cups and saucers, at 50 c. Settled, and received 
his note, at 30 days, to balance the account. For what amount 
was his note given ? An;&, $11.91. 

9 

Friday J August \bth, 1851. 

Tr, 1 . Received of John L. Cady the balance due on his 
account in cash. What was the amount paid? Ans, $5.78. 

Tr. 2. Received of Henry R. Waldron the balance due on 
his account in cash. What was the amount paid ? 

Am, $6.95. 

Tr, 3. Settled with Benj. E. Holmes, and received his note, 
at 30 days, to balance the account. For what amount was his 
note given? An8,%\0.*l2, 

Saturday, August \^th, 1851. 

Tr, 1. Sold Job C. Pierson 1 white pitcher, for 16c.; 3 
bowls, at 8 c. ; 2 tumblers, at 7 c. ; one set of cups and saucers, 
for 25 c. ; stone- ware, for 53c.; and \ lb. of crushed sugar, 
at 14 c. 

Tr, 2. Sold John Robertson 1 pocket-knife, for 38 c.; 9 
yds. of gmgham, at 37^ c. ; and 3 yds. of blue calico, at 12^ c. 
Received 25^ lbs. of butter, at 10 c. 

Monday, August 25th, 1851. 

Sold Job C. Pierson 3 yds. of stripe cassimere, at $1.25, and 
trimmings for pants, for 57 c. 

Monday, September 1st, 1851. 

Settled with Job C. Pierson, and received the amount due in 

cash. How much was it ? Ans, $31.54. 
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Wednesday, September Sd, 1861. 

Tr. 1. Settled with John Ransom, and received his note to 
balance the account. For what amount was his note given? 

Ans, $11.41. 

Tr. 2. Settled with John Robertson. Received |5.00 in 
cash, and his due-biU to balance the account. For what sum 
was his due-bill given ? Ans, $8.08. 

AUXILIARY BOOKS. 

It has already been stated that in the Third Form of Accoimts 
there 'are two principal books — ^the Day-book and the Ledger. 
See page 80th. 

AuziLiABT Books are assisting or helping books. The most 
important of these are — the Cash-book, the Bill-book, and the 
Memorandum-book, which have already been described; to 
which may be added the Letter-book and the Invoice-book. 

The Cash-book is a book in which is kept an account of aU 
moneys received, and of all moneys paid out. For the manner 
of keeping it, see pages 34-35. When the Cash-book contains 
entries that require to be posted into the Ledger, the instruc- 
tions should be observed that have ah*eady been given for 
posting from the Day-book into the Ledger. See p. 82d. 

The Bill-book is a book in which a person keeps an account 
of his notes, bills receivable, bills payable, and bills of exchange. 
For a fuller description of it, and the manner of keeping it, see 
pages 44-47. 

The Memorandum-book is used for recording memorandiuns 
of various kinds, agreements, and all important particulars re- 
lating to a person's business that belong neither to the Day-book 
nor Ledger. For a more full description of it, and the manner 
of keeping it, see pages 49-53. 

What are the two principal books in the third form of aooonnts T ViThat are AnxUiaiy 
Boolcs? What are the most important of them ? What is the Cash-book T Whai ia 
the Bill-book ? Fot what is the Memorandom-book used 7 
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The Letter-book contains copies of all business letters, which 
ought always to be written in a neat and legible hand, and to 
be as clear and concise as possible. By using a copjring machine 
much labor may be saved in keeping this book, and at the same 
time perfect accuracy secured. 

Good letter-writing is a fine accomplishment. The following 
specimen is therefore subjoined for the purpose of exhibiting 
the date (1), address (2), body of the letter (3), subscription (4), 
inscription (5), and superscription (6). 

LETTER OP INTRODUCTION. 

(1) ^&S«4^/«p, i/'^y ^^^^' /<#J/. 

(2) ^etU&Tnen: 

(3) Q^Uotu tna io M^uxltue lo yoa^ nonoui^u^ 

4ou>^e npu uotma ftienc^, ^thio^ny ^u&aiy, of Int^ c€^, umo 

«<^^ Q^&w ^ot£ /ot €ne htMAo^e o/ htoc€4>wna a ^UueUi4yn ^ 

a ^oo£'&tMi^ntna Sdlao/i^nifneTU. S^unn a nnouHeaae od 

n^ tMt^t/m n-t/tuln^ and avedcence aa a ^ofi ; o^ n€^ inau^tlty 

{ind aUacntnefUd <i4 a ^UidefU/ o^ m^ ^Mvetuta/ nane^^ and 

€t444n/u>At^ / cMid (^ Md many atniaoA aua/uied, Q/ iMni 

n^m 4€icn a AeMon a4 yoi* w^ ve kAaaed lo emAcoy, ^ cajs 

uou need addUtona/ n»^ ; and Qf metejfne tone atea^ Acea<tu9e 

tn tfUtodtccHty nptn ^ yout /avataMe acoimt^nlance, 

(4) q/^ t&ma^, ^^eiU&men, 

^^oitM, vety i£dAeU/uuy, 

(j5) G^ii^t4. ^ady ^ ^ut^^^t ^a^muec ^eaw^ly. 

What does the Letter-book coBtainf How ought letters to be written? What of a 
copying machine? What is said of good letter-writing? For what purpose is a speci- 
men of letter-writing introduced ? Do the traits of character attributed to the person 
described in this letter of introduction entitle him to confidence and esteem ? Whal 
are some of these traits of character ? 
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Below is exhibited the correct form of a letter when folded. 
The superscription (6) should occupy the lower half of the 
letter, both on account of its appearance, and the convenience 
of post-marking at the office. Postage is generally pre-paid 
under the present law. 



(6) tJ^^zd. ^ao^ ^ ^ma^, 



Q/VUi^ %at4. 



The Invoice-book is a book kept by many merchants, into 
which are copied all invoices, or bilk of goods purchased. But 
this requires much labor in copying, and is really of little use; 
for in case of any difficulty with the seller, it is necessary to 
refer to his ovm list, and not to a copy of it. Invoices should 
be carefully compared with the goods actually received, so that 
in case of disagreement any error may be corrected, and then 
placed on file for future reference, as occasion shall require. 
When found correct, they should be entered in the Day-book, 
to the credit of th§ person of whom the goods have been 
received, as in case of credits per bill, described at the 38 th and 
39 th pages. 

BOOKS OF ACCOUl^. 

Persons are sometimes allowed to introduce their books of 
account as evidence in their favor; but such testimony is always 

What is the InToice-book ? Does this require mach labor T Why is it of little use T 
What should be done with Invoices? When found correct, where should they be 
entered? Are books of account ever received as eyidenoe? To what is such testi 
mony liabl«? 
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liable to the strictest scrutiny. A person who would introduce 
his own books as testimony in his favor in court, must be able 
to prove, by those who have dealt with him and settled theil 
accounts, that he keeps his books correctly and honestly. He 
must also prove that the books produced are his account-books, 
and that some of the articles charged have been delivered. 

NOTES, ORDERS, AND RECEIPTS. 

A Note is a written or printed paper acknowledging a debt 
and promising payment. 

A Promissory Note, called also a Note of Hand, is a writing 
which contains a promise of the payment of money or the 
delivery of property to another, at or before a time specified, in 
consideration of value received by the promiser, or person who 
signs the note. The terms, maker of a note, and payee of a 
note, are defined at the 45 th page, which see. 

A Negotiable Note is one that may be transferred from one 
person to another, or that may be bought and sold, and thus 
have different owners at different times. Notes are usually 
made payable to the payee or his order; to the payee or the 
hearer ; or simply to the hearer. All such notes are negotiahle; 
but when a note that has been given to the payee or his order 
is transferred, the payee must indorse it by writing his own 
name upon the back of it. The collection of a note that is made 
payable to a specified person, without any mention of his order ^ 
or the hearer f can be enforced by the payee only, or by his legal 
representatives. Such notes are riot negotiable. 

A Due-bill is a written promise to pay a certain sum of 
money, or a specified amount in goods or property, to a person 

What must a person who would introdace his books as testimony be able to prove? 
What is a Note? What is a Promissory Note? Who is the makers and who the 
vayee of a note ? What is a negotiable note ? To whom are notes usually made pay- 
able ? Are such notes negotiaJtle ? When must a note be indorsed t What notes 
can be collected by the payee only, or by his l^al representatives? Are such notes 
negotiable 7 What is a Due-bill ? ' 
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named, to his order, or to the bearer. Due-bills are notes, though 
less formal tha^ promissory notes usually are. Whether nego- 
tiable or not, depends upon the circumstances just enumerated. 

A Bank-note is a promissory note, issued by a banking 
company, signed by the president and countersigned by the 
cashier, payable to the bearer in gold or silver at the bank, on 
demand. Bank-notes are of course negotiable, being made 
payable to the hearer. 

An Order is a written request to dehver money, goods, or 
other property, to some person specified, to his order, or to the 
bearer. The person on whom an order may be given is imder 
no legal obligations to pay it, unless he first engages to do so. 
Orders are generally considered payable on presentation. They 
are sometimes accepted by the person on whom they are drawn. 
This may be done by his simply writing the word " Accepted'^ 
either across the back or face of the order, (but usually the latter, 
and in red ink,) and signing his name to it. Before this is 
done, an order may be regarded as evidence of debt against the 
drawer of it ; but afterward, it may be considered as evidence 
of debt against the accepter, 

A Receipt is a written statement, signed by the giver of it, 
acknowledging that he has received a specified amount of 
money, goods, or other property. A receipt of money may be 
in part or in full payment of a debt, and it operates as a dis- 
charge of the debt either in part or in full, as the case may be. 
k. receipt of goods makes the receiver liable to account for the 
same, according to the nature of the transaction, or the tenor of 
the writing. Orders and receipts, like bills of goods, should be 
preserved and placed on file. 



Are dae-bill8 notes ? Are they negotiabU 7 What i8 a Banknote ? Are Bank>Dotes 
negotiable ? What is an Order ? Is the person on whom an order may be drawn under 
obligations to pay it ? When are orders generally considered payable ? How may an 
order be accepted by the person upon whom it is dra?m ? Against whom may an order 
be considered as OTidence of debt ? What is a Receipt ? How does a receipt or money 
operate ? How a receipt of goods ? What should be done with orders and receipts f 
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EXAMPLES OF NOTES, ORDERS, AND REOEIPTS. 

Example Ist — A Promissory Note. 
f45.50. 

^4^ days a^ ^^, of /uonu^ io /^ 

£w and ^^^ do^u, vcJiie teee^fed. 

This note is negoticible, but needs to be indorsed by Samuel 
Branson, if it passes from his hands. 



Example 2d, — A comm^m Note of Hand, 
fS4.00. 

&U)% vcuM^ teeewed, Q/ Auynuas io hay ofia 
Q^^letcna^, ot ^eoMt, Iweniy'Joa^ do/coM, ine UfUn day o/ 
^/u^t ^^5S, ufUn pnie^es^ M07n ina UfUn of £in4Ufty nexl. 



Example Sd, — A Note for Property, 

^€<jDiy days afiiH tlaie, Of ^MffUse io e^a^wo^ io ^Jo^ 

dStae^ o$ ffu&t, €ti my wciyon'sAo^ pn ^Inf'MteJotd, a aood 

onO'4ot 4 W€yon, wouA 4^Biy do^ixM, 

i^anme/1»^/Uio. 
J17 
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Example 4th, — A Due-hill for Chods. 
Q/d^aM4, ^^i^n& 20^, 4^54. 



Example 5 th, — An Order for Money and Gfoods. 

Q/^ionwe, ^^ S5^, /i54, 
Jawed QwnUdMe, &Q» 

0^4Ki4efuiyio^jMuz^S^aa/^, 

p» ffuUi, -JiuUeen elo/coM Hk aoodtf^atn yo€t^ d4&te, cuul 4«c €£o£S»u 

f» numeu, cuui cnoMe iM donte io 

f 20.00. i^nUd ^ ^4any. 



Example 6^A. — A Heceipt/or Property, 

^eee^t^, ^4a^, ^y 44i, 4^54, c/ ^amus/ 
Q^iy 40tA, 4^54. ^^^^ 0Stuc/i 



Example *Ith, — A Receipt infuM of all Demands. 

$247.47. 

. ^LeeeweJ ^o9n Ranted ©^(ucda^, yb» ^td 

^l^p^Sfon, Uffc 4MU&ec4 cuu/ ^etfetUsen cuu4 -f^ t/o/laM, €m JtUf 

^ a^ clemanda. &lXny4^ ^ SBpaa^am, 

Q^eta ^^, ^€^ 40iA, 4i54s 
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This is a system of Book-keeping in which every transaction 
is tufice entered; first on the Dr. side of one account, and then 
on the Cr. side of some other account to which it also belongs. 
It is from this circumstance that it derives its name. Double 
Entry is especially adapted to the wants of persons engaged in 
a wholesale trade, or in any business which is complicated. 

In Double Entry Book-keeping three principal books are 
generally employed, viz., a Blotter or Day-book, a Journal, and 
a Ledger. But many of our best book-keepers now dispense 
with the use of one of these books, and thereby save to them- 
selves much time and labor in writing. In this treatise the 
Journal and Ledger only are used« This frequently requires an 
additional line between the Dr. and Cr. entries in the Journal, 
showing where the simi or sums entered may be found, or on 
what account they have been received or paid. These references 
are generally made either to the Invoice-book, (see entries *2j 6$ 
and 8 in the Journal,} or to the Sales-book, (see entries 3$ l^ 5 — 
9) II9 12j etc.) When not to one of these, the nature of the 
transaction will suggest the proper reference phrase. 

* By referring to the entries In the Journal it will be seen that they are numbered 
in fliU4lEiced figures. This has been done in order to focilitate the reference to par- 
ticnlar entries in giving explanations of the mode of making the Journal oitries, of 
posting them to their proper aooounts in the Ledger, and of balandng the accounts. 



What is Double Entry Book-keeping? To whose wants is it especially adapted? 
How many principal books are generally kept in double entry, and what are they? 
With what do many of our best book-keepers now dispense ? In this treatise what 
books only are used ? For what purpose is an additional line in the Journal frequentlf 
required ? To what books are these references generally made ? 
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DEFINITION OF BOOKS. 

The Invoice-book is a book in which are entered at length 
all invoices, or bills of goods purcJiased. It may be made by 
pasting the original invoices into a book made of coarse paper 
for that purpose. When invoices are numbered and placed on 
file, as recommended at the 114th page, they may be referred 
to by number, as in the Examples for Practice, page 140th. 

The Sales-book is a book in which are entered at length all 
bills of merchandise sold. It is kept much Uke the Day-book. 

The Journal either contains the particulars of every business 
transaction, or it makes special reference to the name and page 
of the book in which they may be found, or if to papers on file, 
to their title and number. In it the entries are so recorded that 
they may be readily posted to their proper accounts in the 
Ledger. It is ruled like the Day-book in the third form of 
accounts, with this exception — ^it contains two sets of money 
columns. The Dr. sums are all entered in the left-hand columns* 
and the Cr. sums in the right-hand columns. In case there are 
several Dr. items in an entry, to be posted to as many different 
accounts, their sum will exactly equal the Cr. entry, and vice versa. 
In such cases it is customary to use the word "Sundries" before 
the several particulars that are entered at the Dr. side of the 
account, as in entries l^ 6$ and 28$ in the Journal. In entries 
19 and 26 the reverse is true, the Dr. entries bemg posted to 
one account, and the Cr. entries each to sundry accounts. The 
word " Sundries," however, in such cases, although sometimes 
employed, k not used in the annexed Journal. 



What is the InToioe-book ? How may it be made ? When inroioea are numbered 
and placed on file, how may they be referred to? What is the Salee-book ? What 
does the Journal contain? How are the entries recorded in it? Ho¥r is it ruled T 
Where are the Dr. sums entered, and where the Cr. sums? When there are several 
Dr. items in an entry to be posted to as many different accounts, what will their sum 
exactly equal ? What of the word " Sundries" in such cases? When there is one 
Dr. sum in an entry, and seyeral Cr. items to be x>osled against it, is the word ** Sua* 
dries" then used? 
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In all cases the Dr. amount posted from an entry, whether to 
one or more accomits, should exactly equal the Cr. amount. 
The general principle is beautifully illustrated in the symbol of 
a pair of scales on the title-page of the Book-keeping. The 
symbol on the title-page of the Account-books particularly 
illustrates entry 1 in the Journal. 

When a page of the Journal has been written up, the money 
columns should be footed, and in case the Dr. and Cr. amounts 
exactly agree, the inference is that the sums have been correctly 
entered. If they disagree, it is certain a mistake has been 
made. The work should then be carefully reviewed, and all 
errors corrected, as directed at the 83d page. 

Rules for Journalizing have in numerous instances been 
carefully drawn up to aid the learner in making his Journal 
entries. Of the many rules that might be given, none, perhaps, 
are superior to the following, which may be the better remem- 
Dered for being expressed in homely verse. 

** By Journal laws what you receive 
Is Debtor made to what you give. 
Stock for your debts must Debtor be, 
And Creditor for property. 
Profit and Loss Accounts are plain ; 
You debit Loss and credit Gain." 

The Ledger in Double Entry Book-keeping, like that already 
described, is a book to which the entries recorded in the Journal 
are transferred and so arranged as to present each account on a 
folio by itself. The instructions given in relation to the Ledger 
and Posting Books, at the 81st and 82d pages, are applicable 
here. The letter f, in the Ledger, stands for Journal. 



To what is the Dr. amount posted ftom an entry In all caaes equal ? What symbol 
Illustrates the general prhiciple? What symbol particularly illustrates the first entry 
in the Journal ? How may you determine whether the Journal entries on a page have 
been correctly made? When is it certain a mUtoke has been made? Giro the rote 

Cor making Journal entries. What is the Ledger ? For what does^/^stand t 
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CLASSES OF ACCOUNTS. 

The accounts in a merchant's Ledger may be classified mider 
the three following heads — ^Beal Accounts, Personal Accounts, 
and Imaginary Accounts. 

Real Accounts include all accounts of effects or things which 
a person possesses. Of this class are the Cash Account and 
the Merchandise Account. To these might be added the sereral 
accounts kept in the First and Second Forms of Account, other 
than accounts with persons; such as the Cornfield Account, 
the Account with a Field of Oats, the Beef Account, the Sheep 
and Wool Account, the Tobacco Account, and the Winebibber's 
Account. 

Personal Accounts arc the accounts kept with different 
persons with whom we deal. 

Imaginary Accounts are fictitious titles invented to represent 
the person or company that conduct a business, or to supply 
the want of some real or personal titles in recording such gains 
or losses as cannot with propriety be placed to Real or Personal 
Accounts. Of this class are the Stock Account, the Profit and 
Loss Account, the Expense Account, and the Balance Account 

TITLES OF ACCOUNTS. 

The Stock Account represents the person or company that 
conduct the bu^ess. On the Dr. side of this account are entered 
all the sums they owe on commencing business, and on the Cr. 
side the amount of money and the value of property they carry 
into business. The excess of the credits over the debits will be 
the net amount of property invested. 



Under how many heads may the aooonnts in a merchant's Ledger be dassifled, and 
what are they? YiThst are Real Accounts? Mention some aooonnts of this dass. 
What are Personal Accounts? What are Imaginary Accounts? Blentlon some ac- 
counts of Uiis class. What does the Stock Account represent? V\^at sums are 
entered on the Dr. and what on the Cr. tdda of this aoooont ? How do w« airlT* it 
the net amount of property InToated ? 
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The Merchandise Aocount shows how much has been paid 
for Merchandise, and how much it has been sold for. On the 
Dr. side of this account b entered the value of all the Merchan- 
dise on hand at the time of commencing business, and the 
amount paid for all subsequent purchases. On the Or. side of 
the account is entered the amount of all sales. In case the 
Merchandise is all sold, the difference between the Dr. and the 
Cr. sides of the account will exhibit the gain or loss^ on Mer- 
chandise. If any goods remain unsold, their value should be 
ascertwned by taking an inventory of them, and then be entered 
on the Cr. side of the account. The mode of doing this and of 
ascertaining the gross amount of profits in trade, and finally the 
net gctitif is shown under the head of Balancing Accounts. 

The Expense Aocount includes aU sums that have been paid 
for carrying on one's business ; such as freight, clerk hire, store 
rent, etc. All such expenses should be entered on the Dr. side 
of this account. The Cr. side of this account contains nothing 
until the closing of the books. The sum necessary to balance 
is then entered on the Cr. side, the same amount being likewise 
entered on the Dr. side of the Profit and Loss Account, as is 
fully explained under the head of Balancing Accounts, further on. 

The Cash Account exhibits the receipts and disbursements 
of Cash, including specie and bank-notes. Although this ac- 
count is kept in the Ledger, a separate Cash Account is also 
kept at the 133d page, made up from the Journal entries, which 
exhibits the same result, as may be seen by comparing the two 
accounts. 

The Profit and Loss Account, as its title implies, is kept 
to show the Profit or Loss in one*s business. On the Dr. side 



What does the Merehandiae Aocoant show ? What entries are made on the Dr. 
and what on the Cr. side of this account? How is the gain or loss on Merchandise 
ascertained? What does the Expense Account include? On which side of the 
account are all expenses entered? What does the Gr. side of this account contain? 
What does the Cash Account exhibit? Is this account twice presented? Isthere|ult 
In both cases the same? 
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of ibis account are entered all the losses sustained, and all 
moneys paid for labor, taxes, etc., including the sum necessary 
to balance the Expense Account. On the Cr. side are entered 
all gams of whaterer kind arising from one's business. 

On closing this account, if the sum of the Cr. entries is greater 
than that of the Dr. entries, the difference will be the amount 
of Profit arismg from the business ; but if it is less, it will ex- 
hibit the amount of Loss sustained. In the former instance the 
account is closed by entering on the debit side the amount 
necessary to balance, and passing the same sum to the credit 
of Stock ; in the latter, by crediting Profit and Loss and debit- 
mg Stock. 

The Balance Account is the title of an account introduced 
for the purpose of balancing the unclosed accounts, hence its 
name. Many merchants do not open this account in the 
Ledger, but confine it to a separate sheet, like the Trial 
Balance. Such a Balance is exhibited at the 1 38th page, beneath 
the Trial Balance. 

POSTING BOOKS. 

The instructions for Posting Books, given at the 8 2d page, 
are applicable here. Every sum entered in the Dr. colimms of 
the Journal is posted into the Ledger to the Dr. side of the 
account opposite which it stands in the Journal; and every 
sum entered in the Cr. columns of the Journal is posted to the 
Cr. side of the account opposite whose title it stands. The 
reference figures from the page of each book to the page of the 
other are entered accordmg to the instructions already referred 
to. The Journal page is entered in the Ledger at the left of 



For what purpose is the Profit and Loss Account kept? What entries are made 
on the Dr. and what on the Cr. side of this account? When does this account 
represent that a Profit has arisen in business, and when that a Loss has been sustained ? 
Uo^ is this account closed ? What is the Balance Account ? Is this account alwayi 
opened in the Ledger ? How are entries posted from the Journal to the Ledger 
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the money columns into which the sum has been posted, and 
the Ledger page is entered in the Journal opposite the title of 
the account that has been posted. 

When the Journal entries have been posted Ho entry 21) 
mclusive, and the work has been reviewed and the examining 
sign affixed, (see p. 81,) a Trial Balance should be taken. 

TRIAL BALANCE. 

We have already shown how errors may be detected in the 
Journal entries by adding the sums in the money columns. 
The Trial Balance, which is taken for the purpose of ascertaming 
whether the Journal entries have been correctly transferred to 
the Ledger, as well as to prepare the way for balancing the 
unclosed accounts, afifords a similar test of the accuracy of the 
postmg. Neither test, however, is infaUible ; for although the 
right sums may be entered, and in the right columns^ still they 
may be entered to the wrong accounts. Hence the necessity of 
constantly exercising great care. 

The Trial Balance is taken as follows : First rule a sheet of 
paper like the Trial Balance given at the 138th page, with money 
columns at the left and right for Dr. and Cr. entries, and with 
the necessary space between for entering the titles of the various 
accounts. Then the two sides of every account in the Ledger 
should be added, and the less amount subtracted from the 
greater. All those accounts which will exactly balance should 
be ruled off and closed at once, and the titles of the unclosed 
accounts should be entered in the Trial Balance between the 
money columns. The difference between the footings of the 
Dr. and Cr. columns of the unclosed accounts should be 
entered opposite the titles of their accounts respectively ; in 
the Dr. columns when the debit side of the account is the 



When Bhoald the Trial Balance be taken ? For what porpoae is it taken? Why 
ve not the proof tests of adding the money eolamns of the Joomal and the Ledgei 
infiyjible? Describe at length Jie mode of taking the Trial Balance. 
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largest, and in the Cr. columns when the credit side of the ac - 
count is the largest. Then, as the sum total of the debit entries 
posted into the Ledger is exactly equal to the sum of all the 
credit entries thus posted, and as we have only left off from the 
Trial Balance those accounts that exactly balance, it is apparent 
that the sum of all the entries in the Dr. columns should agree 
with the sum of all the entries in the Cr. columns. The sums in 
these colimms should next be added. In case the footings agree, 
the inference is that the Journal entries have been correctly 
posted into the Ledger. If they disagree, it is certain a mistake 
has been made, and the work should be reviewed. 



BALANCDTG ACCOUNTS. 

An Inventory of the Merchandise on hand should now be 
taken, when we may proceed to balance the unclosed accounts. 
The Inventory (which in the present case is fictitious) shows that 

We have on hand Merchandise to the value of $1,387.64 
We have sold, as per Cr. side Mdse. Acct., 12,648.95 

Total Cr. to Merchandise Account, 14,036.59 

We have paid for Merchandise, 11,606.80 

Balance, Gross Profits on Merchandise, 2,529.Y9 

.The proper entry is now made in the Journal (22), which 
exhibits the gross amount of profits in trade for six months, 
and opens an account with Profit and Loss. The next entry (28) 
when posted, closes the Expense Account. Entry 24$ when 
posted, closes the Profit and Loss Account, and exhibits the net 
gain in trade for six months. Entry 25 exhibits the net value 
of Stock at the end of six months, and when posted closes that 



The Trial Balance being completed, what remains to be done before proceeding to 
balance the unclosed accounts? How do we arrive at the proper sum to insert in 
•ntry Siiy and what does the amount there entered exhibit ? What is entiy 23) and 
What its e£E3Ct when posted ? What is entry 24» and its effect? What entry 25^ and 
Its effect? 
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account and opens the Balance Account. Entry 26) when 
posted, closes the Balance Account and exhibits the true state 
of our affairs, as set forth in the Balance at the 13 8th page. 
Entry 27$ when posted, reopens the Balance Account and 
closes the Stock Account. Entry 28$ when posted, again closes 
the Balance Account and reopens all the unsettled accounts. 

Entries 27 and 28$ it will be observed, are the reverse of 
entries 25 and 26* The accounts whose titles are entered in 
the Ledger, however, have now all been closed, and those that 
remain unsettled have been reopened, thus reaching more sat- 
isfactorily the results stated in the Balance already referred to. 

In closing a set of books, all expenses incurred in carrying on 
business, together with all gains and losses, should first be 
brought into the Profit and Loss Account; Profit and Loss 
should then be closed by Stock ; and, finally, all unclosed ac- 
counts should first be balanced, and then reopened by the 
Balance Account. 

In the Double Entry Ledger ^ as has already been inti- 
mated, stands for Journal. The <^o and ^y, which are the 
usual signs of Dr. and Cr. entries, are understood, as they often 
are in both Journal and Ledger. When a Blotter or Day-book 
is used, the Journal entry frequently occupies but a single 
line, thus : 

In such cases two columns are required at the left for post 
marks ; the one at the extreme left for the Dr. entries, and the 
other for the Cr. entries. In all other respects the Posting 
should be conducted as from the following Journal to the Ledger. 



What entry 26, and its effect ? What entry ST* and its effect ? What entry 28» 
and its effect? What relation do entries 27 and 28 sustain to entries 25 and 26? 
U what condition do they leave the accounts whose titles are entered in the Ledger? 
In closing a set of books, what order is named for balancing the several accounts? 

In the Double Entry, what does^/^stand for ? What of ^o and ^y ? When an 

two columns required for poet marks ? What of the Posting in other respects ? 
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EXAMPLES FOR PRACTICE. 

FOURTH FORM OF ACCOUNTS. 

The transactions in the Examples for Practice in Double 
Entry have been numbered consecutively to correspond with the 
Journal entHes that will be required in their solution. These 
twenty-three transactions are of the same general character with 
the twenty-one entered in the preceding Journal. Seven ad- 
ditional entries will be required here, as there, in balancing the 
books and reopening the unsettled accounts, which, if numbered, 
will range from 24 to 30 inclusive, corresponding with the 
Journal entries in the example that has been worked out, from 
22 to 28 inclusive. 

The student should be able, before proceeding to enter the 
following transactions, having copied the first twenty-one entries 
in the preceding Journal, to lay the book aside, post them into 
the Ledger, make the seven additional Journal entries, post 
these, and thus balance the books and reopen the unclosed ac- 
coimts'as has been done. 

The first half of the accompanying Blank Journal and Ledger 
for Double Entry might be devoted to the entry of the former 
example, and the remaining half to the solution of the transac- 
tions that follow. 

Wednesday, January \st, 1851. 

Transaction 1. I commence business with the following 
eflfects: Merchandise in store, per inventory, $22,150.00; 
1790.50, in Cash ; and two Notes, one against John Brown for 
$500.00, and the other against D. C. Cook for $715.80. 

Tr, 2. I owe on account for Merchandise as follows: 
0. D. Brown $750.30, and K E. Otis $1006.00. 



state the sabstance of the paragraph relating to the flolution of the Examples fat 
Practioe in Doable Entry. What ahoold the student be able to do T 
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Mofnday, January 20^A, 1851. 
Tr, 3. I have this day sold to J. C. Sterling Mdse. on acct. 
as per Sales Book 6, page 20th, amounting to $2250.40. 

Monday, February lO^A, 1851. 

Tr. 4. I have this day sold to John Cooper Mdse. on acct 
as per Sales Book B, page 56th, amounting to $1756.85. 

Monday^ February 2ith, 1851. 

Tr. 5. I have this day paid in Cash $250.00 Store B.ent 
for seven months from the 1st of January last, and $50.00 foi 
one month's Clerk Hire. 

Saturday, March Ist, 1851. • 

Tr, 6. I have this. day sold to J. D. Morton Mdse. on acct 
as uer Sales Book B, page '75th, amounting to $4561.80. 

Monday, March 10th, 1851. 

Tr. 1, I have this day sold to Cook and Hall Mdse. on 
acct. as per Sales Book B, page 102d, amounting to $5645.00. 

Monday, March 24th, 1851. 

Tr, 8. I have this day sold to Wm.- White Mdse. on acct 
as per Sales Book B, page 140th, amounting to $1640.50. 

Monday, March Slst, 1851. 

Tr, 9. D. C. Cook has this day paid the Note I held 
against him for $715.80. 

Thursday, April Sd, 1851. 

Tr, 10. I have this day paid $820.40 m Cash for Mer- 
chandise bought, as per Invoice No. 3. 

Thursday, April 11 th, 1851. 

Tr. 11. My Expenses to N. York to buy goods have been 
$25.50 ; Freight on Merchandise bought is $48.10 ; and I have 
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bought one set of Account Books for $14.00 ; for each and all 
of which I have paid the Cash. 

Saturday, April 28th, 1851. 

,Tr, 12. John Cooper has this day paid me $1256.50 in 
Cash, on account of Merchandise bought February 10th. 

Thursday, May Ist, 1851. 

Tr, 13. J. C. Sterling has this day paid me $1^50.30 in 
Cash, on account of Merchandise bought January 20th. 

Monday, May 19th, 1851. 

'Tr. 14. I have this day paid 0. D. Brown $'750.30 in 
Cash, in full of his Account. 

Monday, June 2d, 1851. 

Tr, 15. Cook and Hall have this day paid me $4500.00 in 
Cash, on account of Merchandise bought March 10th. 

Monday, June 9 th, 1851. 

Tr, 16. I have this day sold to J. C. Sterling Mdse. on acct. 
as per Sales Book C, page 1st, amountmg to $1244.80. 

Monday, June 2Bd, 1851. 

Tr. 17. John Brown has this day paid $351.81 on the 
Kote I hold against him, and I have received an Annuity 
amounting to $83.00. (Profit & Lobs.) 

Thursday, June 2 6 ^A, 1851. 

Tr. 18. I have this day paid N. E. Otis $1006.00 in Cash, 
in full of his Account. 

Saturday, June 28th, 1851. 

Tr. 19. John Brown has this day paid me the balance due 
on his Note, the same bemg $148.19. 

141 



SXAMPLSS FOB FRAOHOS. 



M<mday^ June ZOth, 1851. 

Tr, 20. J. D. Morton has this day paid me $4561.80 in 
Cash, in full of his Account for Merchandise bought March 1st. 

Monday , July 14^A, 1851. 

TV. 21, I have this day sold to Wm. White Mdse. on acct. 
as per Sales Book 0, page 23d, amounting to $275.87. 

Monday, July 2\st, 1851. 

Tr, 22. Cook and Hall have this day paid me $1145.00 m 
full of their Account for Merchandise bought March 10th. 

Wednesday, July SOth, 1851. 

Tr. 23. I have this day paid Cash for Store Expenses as 
follows : For Clerk Hire six months, $300.00 ; for Fuel and 
Lights, $08.00. 

On taking an Inventory of goods remaining unsold, I find I 
have on hand Merchandise to the value of $9995.18. 

1st. What has been the net g£un in trade for the period of 
seven months, as derived from the preceding transactions ? 

2d. On balancing all the accounts of the Ledger and reopen- 
ing those that are unsettled, what are the Dr. and Cr. amounts 
as exhibited in the Balance ? Ans, 1st. Net gain, $3327.40. 



Ans, 2d. 
Dr. 



Balance. 



Cr. 
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MA.YHEW ON UNIVERSAL EDUCATION. 

This work was prepared in accordance with a resolution of the Legitf* 
lature of Michigan. The following are but a specimen of scores oi 
similar notices of it that might be presented, did space permit : 

We have read most of the works of this character which have been 
published in this country, and while we feel that comparisons are com- 
monly odious, we are free to acknowledge that we have not before read 
a book whidi so ably discusses almost every topic connected with 
Popular Education. * * Take it as a whole, we have never before 
seen its equal — New York Journal of Education. 

We commend the work, not merely as a useful manual for teachers 
and school committees, but as one to be bead bt the people— every 
man, woman, and child of whom is interested in the subject of which it 
treats. — Methodist Quarterly Review, 

A valuable treatise on the subject to which it is devoted, discussing 
it, in its various details, with great comprehensiveness of view, with a 
rich copiousness of illustration, and with excellent common sense. — New 
York Tribune. 

Ko greater service could be done to the commonwealth than to put a 
copy of this work into every one of its families. — Michigan Farmer. 

It is a rich concentration of the best principles on the noblest of sub- 
jects ; and the man who can make its truths familiar to the minds afid 
operative upon the actions of our people, is their highest benefactor.— 
Rev. D. J). Wliedon, D.D. 

Every Parent should have a copy of it. Each Teacher of our youth 
should be familiar with its whole contents. I do not khow of a book 
upon that subject, in the world, which is so proper to be used as a text- 
book in all our higher seminaries. — Rev, E. Cheeifer. 

It is a work for circulation ; and the friends of free education could 
hardly do a better thing than to set the volume freely at work in the 
community at large. — New York Evangelist, 

For worth and ability this work even surpasses our anticipations. It 
is peculiarly the work to be studied by the whole peoplk — Eclectic 
xTournal of Education, 

It may properly be regarded as a family book, furnishing an amount 
9f varied instruction and entertainment to the intelligent households of 
our countrymen, for which they will be sincerely grateful^ — Christian 
Quarterly Review 




MAYHEW'S PRACTICAL BOOK-KEEPING, 

BY SINGLE AND DOUBLE ENTBT. 

The title of this volume — Practical Book-keeping — ^is indicative of 
its leading characteristics. The specimens of accounts presented in 
it are in script, that closely resembles writing, and they hence afford 
exceUent models for imitation. The book contains four forms of 
accounts, immediately following each of which is a large number of 
examples for practice. In their solution the pupil has occasion 
practically to apply the knowledge he has already acquired of both 
arithmetic and penmanship, while at the same time he learns Book- 
keeping as he will have occasion to practice it in after life. That 
this treatise ought to be as extensively studied in all our schools as 
arithmetic, grammar, and geography now are, is a commonly received 
opinion among practical educators to whom it has become known. 

** I have examined with considerable attention Mayhew's Practical 
Book-keeping, designed to be used in the instruction of common 
schools. It is better adapted, in my judgment, to the ordinary busi- 
ness of the great majority of the people of our country than any 
treatise that has hitherto been used. It is calculated to bring into 
use the knowledge the pupil has acquired of arithmetic and pen- 
manship. It furnishes a systematic method for the transaction of 
the common business of life, and cannot fail, I think, to be received 
with favor by teachers and others throughout the country. I feel 
greatly disposed to favor its use." JOSEPH McKEEN, 

Sup't Com. Schools for the City and County of New York. 



^ I have given a thorough examination to the plan of Mayhew's 
Practical Book-keeping, and to his method of carrying out that plan, 
and both meet my entire and unqualified approbation. Admirably 
adapted to meet the wants of scholars of both sexes, it is the only 
work that suits my views as calculated for young ladies. It makes 
practical the knowledge previously gained in arithmetic^ teaches the 
pupil business composition, and lays open in a singularly clear and 
concise manner the whole theory of account-keeping and business 
transactions. Its study jvnll make ^Is better helpmeets, as wife, 
■ister, or daughter, to the farmer, mechanic, or professional man, 
than without the knowledge it imparts they could possibly be. It 
u adopted as the text-book on the subject in this institution." 

JOHN B. NEWMAN, 
President of Harrodsburg Female College, Harrodsburg, Ky 
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